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this is the new IBM Electric 





t's new—inside and out, with 28 engineering 
‘achievements that bring you typing at its finest! Your 
boss will admire its high-volume output. You'll love 

its styling and alive, eager response. This—is the 





most handsome, efficient typewriter made. 
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GRAND PRIZE 


ive piece 
A complete five piec 


slow "oe a site 
pictured ee service in wnt s = 
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Ee 1g silver . P > tea pe , ’ 
sterling Victorian pattern id waste bowl. 
Modert r bowl creamer 4! 
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pot, Sub” $700. 


Retail price 


beautiful Sterling Silver 
Heirlooms 


in Esleeck’s “‘Big Idea” Contest 


COMPLETE THIS STATEMENT 
IN 25 WORDS OR LESS: 


“T think my company should include an Esleeck Onion Skin or 
Manifold copy with all correspondence we send out because . . .”’ 
Write your statement on a piece of Esleeck Fidelity Onion 
Skin, Superior Manifold or Clearcopy Onion Skin. Paper 
furnished on request. 
Here’s a tip. When your company sends two copies of 
all correspondence, the receiver can route one while 
putting the other in a hold or suspense file. 


RULES: 

1. All entries must be written on a piece of Esleeck Fidelity Onion Skin, 
Superior Manifold or Clearcopy Onion Skin Paper. Paper furnished 
on request 

2. Entries must be mailed to Contest, Esleeck Manufacturing Company, 
Turners Falls, Massachusetts, and be postmarked on or before May 
20, 1959 

3. Prizes will be awarded on the basis of sincerity, originality, and aptness 


Judges’ decisions are final. Entries must be original work of con- 


testants, submitted in their own names 


4 Contest is open to any person living in the United States, its possessions 
or Canada. except employees of Esleeck Manufacturing Company, 
its advertising agency, and members of their families 


5. All entries become the property of Esleeck Manufacturing Company 
There’s Still Time To Win One Of These 
52 STERLING SILVER HEIRLOOM PRIZES 


.. . Hand-Crafted In A 250 Year Old Tradition By 
Lunt Silversmiths 


SECOND PRIZE 


Beautiful four piece sterling silver ‘“‘Modern 
Classic”’ 


after-dinner Coffee Service coffee pot, 
sugar bowl, creamer and tray. A modern rendition of 
pure classic design. Retail price $375. 

20 THIRD PRIZES Each an Early American Sauce Bowl with 
matching ladle. 


30 FOURTH PRIZES Each a set of four delicately detailed 
Shell Ash Trays packed in a handsome presentation box. 
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SEND IN YOUR “BIG IDEA” FOR 
ESLEECK THIN PAPERS TODAY! 


Remember, Esleeck thin papers are made of cotton 
fiber for extra strength and quality. 

Print on them type on them erase on them . 
they’re still crackling crisp. Whether you prefer cockle, 
smooth or glazed finish white or colored, Esleeck can 
provide you with unexcelled thin papers made in a wide 


THIN 
PAPERS 


‘the most copied thin 
papers in America” 
FIDELITY Onion Skin 100‘; Cotton Fiber 

SUPERIOR Manifold 25‘; Cotton Fiber 
CLEARCOPY Onion Skin 25‘; Cotton Fiber 
White Blue, 





regular and fluorescent), Canary, Green, 


Cherry, Tuscan, Goldenrod. 


WRITE FOR FREE SAMPLES 


Remember: 
Mail Your 
Entry To: 
Contest, 
ESLEECK MANUFACTURING COMPANY 


Turners Falls, Massachusetts 
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ONCE UPON A TIME... 

ill secretarial jobs were held by men. 
Then came the women—first in a 
trickle. then in a rush. The male was 
forced to retreat. but today he’s mak- 
ing a comeback. Male secretaries are 
popping up in more and more oflices. 


The men are discovering that a secre- 





tarial job can be a stepping stone to 
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i959 Golden-Touch Electric—by underwood 


New “Floating Keyboard” 
helps stop typing strain! 


Much typing strain comes from holding hands You choose your own type style with the new 
up at the keys. This Floating Keyboard is Golden-Touch DOCUMENTOR.* Keys are cup- 
sloped to reduce fatigue. It keeps keys low, shaped for easier electric touch. Impression con- 
brings them close, centers controls. There’s trol insures print-perfect copy—sharp carbons. 
less hand-travel than on any other keyboard. Symbols (+=!°) add versatility. Try it soon! 





IMMEDIATE SAVINGS! 


New Keyboard Slope Eases Typing 
Simple Reverse Tab Saves Motion 
Compact Controls Save Time 

2 Carriage Return Bars Cut Effort 

Instant Shift Speeds Typing 


CHOOSE ONE OF 8 PANEL COLORS! 


FOR A 
DEMONSTRATION: y 


Tlateol(-arieveto 


MASTERS YOUR PAPERWORK 





March, 1959 . 
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- simplicity of operation 


THE NEW 


MAGNETIC RECORDING 


omnptometer 
Ommander 


FEATURES... 


The amazing re-usable 
ERASE-O-MATIC belt with 
the lifetime guarantee. 


Error Free—Magnetically erases unwanted ords 
as you redictate. You Nand your sg etary perfect 
dictation every time. 

Cost Free — Erase-O-Matic belt can be re-used thou 
sands of times. No recurring costs for expensive discs 


belts or cylinders. 

Belt is Mailable—no special protection required 
Simplicity of Operation — Al! the controls you need to 
dictate, listen, reverse, erase are in the palm of your 





you 
hand... with Unimatic remote control microphone 
True Voice Reproduction — Without garble or needle 


ratch. Your secretary can transcribe tw 
and right the first time. 
No other machine combines the C 
many advanced features. Find out for yourself how 
the New Comptometer COMMANDER enables you to 
breeze through your daily dictation and get a lot more 
done. Mail Coupon Today. 
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C $ ( S . SETTER CPROOCYUCTS 
omptometer orporation ie e<~ens BUSINESS 






New Comptometer 


Custom- 
atic — World’s fastest way to 


figure now faster than 
ever. Try it Free on your 
own work. Mail coupon. 








Comptometer Corporation 

1708 Marshfield Ave., Chicago 22, III 

in Canada: Canadian Comptometer. Ltd 
501 Yonge Street, Toronto 5, Ontario 

CD Arrange free office trial for me on: 
{_] Send me literature on: 

1 Comptometer Commander 

(-] Comptometer Customatic 

[] Comptometer Comptograph ‘'220M"" 


Comptometer Comptograph Name ............... 

220M" with new multipli- , 

cation key — more features A eee wecewerece 

than any other 10-key listing ESERIES et eae 
machine. Try it Free. ae Zone .. State 
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Do You Have an Original Mind? (Don't tell us. Check 
with this description from Nation's Business.) 
"Originality...is characterized by a preference for 
complex problems." The original thinker “sees a 
variety of things. He resists putting them into an 
organized pattern until they can all be accommodated, 
and he forms a complex solution. The more original 
person emerges as an individual with more energy and 
drive, more striving for mastery, more effectiveness 
in his performance. He iS more impulsive and respon- 
Sive to emotions. He is less rigid and able to tol- 
erate ambiguity. He is dominant and self-assertive." 


One problem: Where does this put the Organization 
Man? 





Leave of Absence. ASSociated Industries of Cleveland 
Surveyed 24 representative Cleveland companies on 
this. Here's what it found. A majority of companies 
count leaves of absence due to illness, accident, or 
industrial injury as time lost in computing vacation 
eligibility. A total of 13 grant leave for civic 
duties, and 11 others permit employees to accumulate 
seniority during such leaves. Seven companies judge 
each case on individual merit; four have no limits. 
Time allowed runs from thirty days to five years. 


Automation Aggravation. Last fall, Pennsylvania became 
one of the first states to install a computer for 
payroll checks. The computer, put into operation 
too quickly, went haywire. Checks were wildly off, 
employees payless just before Christmas. Result: 
Clerks have taken over for the ailing computer, 
while mechanics diagnose the trouble. 


Hold That Executive! Companies today do it, not only 
by profit-sharing plans, bonuses, and stock options 
but with those "extras" that can be so enjoyable, 
i.e., chauffeur-driven cars, payment of fees for 
membership in country, athletic, dining clubs. 


RECENTLY PUBLISHED: Who's Who of American Women. 
Businesswomen make up the second largest vocational 
sroup listed. CONGRATULATIONS to Miss E. Lillian 
Hutchinson, our Editorial Associate, whose many ac- 
complishments have earned her a place among them... 
FOR MARRIED SECRETARIES. Domestic duties require an 
effort comparable--in calories--to bricklaying, 
plastering, etc...A NEW FRINGE BENEFIT sought by the 
Retail Clerks Union in Southern California is free 
pSychiatric treatment for store clerks who crack 
uncer the pressure "of keeping shelves stocked." 
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Typist's 
SINGLEX 


leaves the page 
clean! 


Now you see it. ..now you don’t... With 
Singlex, secretary's favorite for single 
letter erasures. Sharpens like a pencil. 
Sweep mistakes away with the stick-type 
Singlex “1207” or, if you prefer a disc- 
shaped typewriter eraser, turn to the 
popular “6587”. Both are famous “Paper- 
Mated” Erasers. Both remove errors 
from carbons as easily as from originals 
Will not smudge or tear. 






T.M. 
Reg. U.S. 
Pat. Off. 


110th Anniversary, 1849-1959 


EBERHARD FABER 


WILKES-BARRE, PA. © NEW YORK @ TORONTO, CANADA 








ARE YOUR PAPERS 


lg PLAYING... 





HIDE AND SEEK? 


Filing is important only if the finding is 
easy. Can you always put your hand on 
the letter, invoice, order, report or 
other paper you want, instantly? Are 
your files neat, compact, space saving? 
Your Stationer will be glad to explain 
the advantages of ACCO-filing to keep 
your records safe, and finding quick. 
See him now! 


“ACCO BOUND PAPERS 
ARE SAFE PAPERS’ 


ACCO PRODUCTS 
Division of NATSER Corporation 
Ogdensburg e New York 
In Canada: Acco Canadian Co., Ltd., Toronto 
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Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 


rc --MAIL COUPON TODAY-~—“ 
RITE-LINE CORP, 
4209 39th St.,N.W., Washington 16, D. C. 


| Please send me a free copy of your Folder. 


| Name 





| Address 











| city Zone State 
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Q. Should the verb require or requires be 
inserted in the following sentence: The State 
of New York is one of the few States that 

a corporation to include notice 
that it is a corporation. 


{. This construction puzzles many sec- 
retaries. The relative pronoun (that in 
your sentence) following one of expres- 
sions refers not to one but to the plural 
object of the preposition of. Therefore, 
the relative pronoun is plural and de- 


mands a plural verb—require. 





Q). frranging airplane reservations is a 
major secretarial problem in our offic e. 
While we are contacting the airport to make 
or change reservations. work piles up our 
desks. This necessitates farming out work to 
other personnel, who resent the extra burden. 


W hat can be done to solve this problem g 


4. This situation is a problem in many 
ofhces, but there are ways to solve it. In- 
stead of tying up the secretaries, have a 
travel agency handle all reservations. This 
costs the company nothing as the agency 
collects a fee from the airlines. 

If this isn’t feasible, have one person 
handle bookings for all the secretaries. 
Then, when she does get an airline on the 
phone, she can clear several reservations 
at one time. 


Q. When is the word quantity properly 
used 7 


A. Quantity is used of objects that can 
be counted, but only when they may also 
be measured in bulk, as a “quantity of 
apples.” 

This word can take a singular or a plu- 
ral verb. One can say, “A quantity of 
apples has been shipped” or “The quan- 
tity of apples shipped last week was 
small.” In both cases, a singular verb is 
correct. On the other hand, the plural 
quantities would take a plural verb: “The 
quantities of apples shipped this week 
exceed all records.” 


BUSINESS ENGLISH 
E. Lillian Hutchinson 


SECRETARIAL PRACTICE 


Vadeline S Strony 


rt Rosenberg 


BOOKKEEPING 
Marshall Hanna 

TYPEWRITING 

Alan C. Lloyd 
BUSINESS ARITHMETIC 

Vivian W. Aline 
SHORTHAND 
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eer he 
Charles E. Zoubek 


Fiinc WN. Mae Sawyer 





Q. My boss claims it is bad practice to 
separate the name of a person when typing. 
that is placing the first name on one line, the 


last name on the next. Is this incorrect? 


A. The word-division rule generally used 
is as follows: 
Do not separate a last name from a 
title. For exarhple, you cannot type Mr. 
on one line, French on the next. You 
can. however, separate a last name from 
a first, or a last name from a title if you 
have a first name or initials to leave on 
the upper line with the title. For ex- 
ample, you can type Paul L.. Mr. Paul 
L.. or Mr. P.L. on one line and the last 
name French on the next line. 
It is not, however. incorrect to follow the 
suggested plan of your employer. In fact, 
you work in a legal office where the style 
of typing is formal, and his suggestion 
carries out a formal typing presentation. 


Q. May the word balance be used as a 


synonym for the word remainder? 


{. The word balance is accurately used 
when referring to banking or accounting 
situations. Remainder or rest is preferred 
for general usages. 

Verriam-W ebster designates the use of 
balance in the sense of “remainder” as 
colloquial. 








th 

= 

Se - 
— 


a 


Sm! 


SS 


Q. What is the correct spelling of the word 
worth while? J have seen it hyphenated, and 


written as one and as two words. 


A. The long-established rule governing 
the style of worth while has been: Used 
before a noun as a one-thought madifier, 
the adjective should be hyphenated, as “a 
worth-while project.” Used after the noun, 
the phrase should be used as two words, 
as “The project is worth while.” 

Merriam-Webster’s New Collegiate Dic- 
tionary, however, lists the one-word form 
worthwhile as the adjective, but allows 
both the one-word and the two-word forms 
when the expression is used in the predi- 
cate. In time, therefore, the solid word 
will doubtless be increasingly used. 
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QO. My boss is in the habit of opening the 
mail—when he gets to it first. This is the 
rule rather than the exception, as the mail is 
delivered after both of us have arrived. This 
practice not only prevents my date stamping 
the mail, but also my being able to locate it 
vhen called upon to do so. Have you a solu- 


tion for me? 


{. Some bosses are in the bad habit of 
opening the mail, because they are eager 
to know if it contains something special. 
\s this makes it difficult for the secretary, 
she is certainly entitled to speak to the 
boss about it. Call to his attention the fact a 
that vou don’t have an opportunity to date 
stamp the mail-if he opens it. If he com- 
ments that he doesn’t care whether the com letel 
mail is date stamped, bring up the fact Pp y 
that correspondence is often misplaced be- 
cause of this system. 
Lay the cards on the table. Employers new 

want their secretaries to be efficient, and 
they must help by doing their part. 


L office 
fk 
wl Sf | photocopy 


Q. Is it correct to use the dash within process as ea 


parentheses? This use seems incongruous, as 








parentheses are generally used to enclose 
insignificant material, while dashes are em- 
ployed to call attention to the material they 
set off. j= oe ee ee es ees ees ee ee ee ee ee ee ee ee ee ee ee ee ee 


Peerless Photo Products, Inc. 
Shoreham, Long Island, New York 


1. The following sentence exemplifies 
the correct usage of the dash within 
parentheses: 
Our established policy (we have been 
, in continuous operation for fifty years 
and we are proud of our record—in 
the same field and location) does not 
permit us to make the adjustment. 


Gentlemen: 
Please send me information about QUICK SILVER, the 
completely new office photocopy process which: 


1. makes unlimited copies of superior quality from one 
negative. 


Dashes are used to set off the inner ma- 
terial, as it is incorrect to use parentheses 
within parentheses. , . — ° 
- makes right-reading copies in one-sheet operation. 
Q. My jeb involves filing large paper blue- 
prints made from draftsmen’s drawings. Can 
you suggest a suitable way of filing this ma- 
te rial? 


2 

3. eliminates peel-apart and throw-away sheet. 
4. can be adapted to any office copy equipment. 
5 


{. Blueprints, drawings, and other large - cuts cost, time and labor. 


sheets of similar nature may be filed in 


_——————— 


vertical file cabinets behind guides—just NAME TITLE 

as correspondence is filed. The majority 

of such papers can be handled in either COMPANY: 

standard correspondence or legal size 

™ ‘ . STREET 

drawers, but there are manufacturers who 

make cabinets with large drawers de- CITY ZONE STATE 

signed especially for blueprints and draw- TS-3 
ings, | 


Separate card indexes should. of course, 
be kept. This is done (1) alphabetically 
by name, (2) alphabetically by subject, 
ind (3) with cards numerically arranged 
showing draftsmen, size, date, time re- 
quired in making, cost of alterations to 
original drawings, and other information. 





(Continued on page 8) 
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HE’S DEMONSTRATING 


PLASTTSOL 


THE NEW ALL-PURPOSE CARBON PAPER 


One weight, one finish! Plastisol handles every typ- 
ing requirement with every typewriter. 
Outperforms them all! Plastisol delivers clean, per- 
manent copies with the uniformity you’ve always 
wanted. 

See it in action! Plastisol carbon paper will be dem- 
onstrated without obligation in your office. Write 
or phone for an authorized Columbia representative 
to call. 






ee! 


UMBIA RIBBON & CARBON MFG. CO., INC., GLEN COVE, NEW YORK 
UMBIA RIBBON & CARBON PACIFIC, INC., DUARTE, CALIFORNIA 














0. fre company names to be regarded as 
x 


singular or plural? 


{. Gavin and Hutchinson's Reference 
Manual for Stenographers and Typists 
gives the following rule for choosing a 
singular or a plura! verb following a com- 
pany name: 

Company names may be either singular 
or plural according to the meaning. The 
plural form emphasizes the individual 
personnel making up the company. If a 
company is referred to as they, a plural 
verb is required: 

Morris and Company have the reputa- 

tion of going to almost any length to 

retain the good will of a customer. As a 

result. they seldom lose a customer. 

The singular form emphasizes the com- 


any as such: 


The Elite ¢ ‘orporation is located at 12th 
and Market Streets. 





Q. In my I 7 ‘ 5 
x 
copres ot f ls nents f F ] 
though Tamu g ll 
¢ r ( ded / é ij é é 

nz sheet. T get? é eight 

ear ¢ é Have go t 

l le ny ele é et é 
or thirtee le es 


1. There are two possible solutions to 
your problem. Perhaps your machine is at 
fault. Check with your typewriter com 
pany and find out if the roller on you 
machine is too hard or too soft for mak 
Ing twelve or more copies. 

What kind of backing sheet are you 
using? A hard, stiff cover will make sharp 
copies but not very many copies. You may 
have more success if you try a soft back- 
ing sheet or none at all. 


Q. My employer often concludes his letters 
with the expression Kindest regards. In ad- 
dition to this phrase, he includes the usual 
closing, Very truly yours. Isn’t this combi- 


nation superfluous? 


A. There is no hard-and-fast rule on the 
inclusion of phrases such as Kindest re- 
gards at the close of a letter. Some dicta- 
tors prefer to use these phrases plus the 
complimentary closing. In these cases the 
phrase is typed at paragraph margin and 
the complimentary closing at its usual 
place: thus: 
With kindest regards, 
Sincerely yours, 

Other dictators prefer to regard the 
phrase as the complimentary closing, and 
in such cases the phrase should be typed 
in the position of a closing. 
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ELECTRIC TYPEWRITER COMPARISON CHART 


SMITH- Brand Brand Brand Brand 
CORONA A B c 18] 






AUTOMATIC MARGINS 
Simple one-hand, YES NO NO YES NO 


one-step operation. 


SIGNAL LIGHT 
Positive visual indication YES NO NO NO NO 
if motor is ON or OFF. 


TOTAL TABULATOR CLEAR 
Clears ali stops instantly YES NO NO NO NO 


without moving carriage. 


ERROR CONTROL 
Simplifies correction of errors YES NO NO NO NO 


and line justification. 


BOTTOM MARGIN INDICATOR 
Page Gage accurately YES NO NO YES NO 


indicates bottom margin. 


88 CHARACTER KEYBOARD 
Standard at YES NO YES NO YES 


no extra charge. 


KEYBOARD SLOPE 
Key top slanted to fit YES NO NO NO NO 


natural movements of fingers. 


ROLL-FREE ACTION 
Releases typebar cams YES NO YES NO NO 


with no “scuffing” action. 


SAFETY COVER ; 
Motor shuts off when cover YES NO NO YES YES | 


is raised to change ribbon. 


CUSHIONED TOUCH 
Eliminates jar to sensitive finger YES NO NO NO NO 


tips at end of each stroke. 


THE WORLD'S FASTEST 
ELECTRIC TYPEWRITER 




































































Before you buy, compare Smith-Corona 
with any other electric typewriter made! 


Feature for feature, point for point, compare the Smith-Corona 
with any other machine on the market today. You'll see why the 
Smith-Corona is not just equal, but superior to every other brand! 
Before you buy an electric typewriter, call your Smith-Corona 
representative for a demonstration of the many exclusive features 
that make Smith-Corona today’s most advanced electric typewriter! 


Smith-Corona Electric 








The Saga of Rosie— 


(or how Mr. ESTERBROOK saved a damsel in distress) 


Rosie was a toiler. 

No virtues did she lack, 
But when she took dictation 
She could not read it back. 


Made the Boss very hard to manage.) 




















Now the girl who sat beside her 
Noticed Rosie’s plight 

She took her to the corner store, 
And there she set her right. 


(The kind of friend every girl should have.) 








“The secret of good steno,” 
She said with knowing look, 








“Is always using pen and ink 
and always Esterbrook.”’ 


(Esterbrook is the only pen with the replaceable Gregg-approved point. 


ea S| 


Rosie’s now the boss’s favorite, 








And she’s winning lots of praise. 
But it’s faithful friend and Esterbrook 


Dr 
ee = 


ra 
e. & = Ss) : 

= Who really won her raise. 

SS You, t tak t hack not th I k 

——_ = ane ( You, too, can take easvy-to-read-backR notes with Esterbrook. 


P.S. If, by chance, she breaks a point, Rosie never gets incensed, 
She knows an exact replacement can be had for 60°. 


With 32 different Esterbrook points to choose from, there’s - 
one for every handwriting and every use.) 

- 
Gsterbrook —the only Gregg- 


approved pen with replaceable points. Just $2.95 
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For Smart Secretaries . . . 
CONTROLLED 


P =SPEED= 
2 =ERASING= 


a a a - Pig * 
— 











COIN-INSERT. Angled channels allow wrap 
per to be slipped quickly over coins, Each 
channel holds the number required for bank 
deposit: $10 in quarters, $5 in dimes, $2 
in nickels, and $.50 in pennies. Markings 
show the amount of coins anywhere along the Vo more jitters—very minimum time-out 
channel. From Arden Co., Dept. TS, 80-26 


254 St.. Glen Oaks, Floral Park, N. 


now, in erasing. Erasing you control com- 
pletely. So accurate. Cleanest. Fastest. Mod- 


ern Graypoints, balanced in size and shape, 





pointed in luxury-texture rubber, bring you 


DRYSTIK cements relations between paper and paper. A new dry definite work-saving pleasure, positive pride 
adhesive in bar form, it is odorless and non-flammable, will not stain in your erasing, praise from the executive 


or lump together. Acting like an invisible clip, it forms a waterproof yeu: tone fen. 
bond. Your paper will stick instantly at finger-touch pressure, yet 
can be picked up and moVed many times. Price is 50 cents per bar 


No. 3650 
Write to DRYstik Co., Dept. TS, 4356 N. Kedvale, Chicago 41, III. 


GRAYPOINT WHISK > 


Hexagonal, wood-case 
eraser with quality gray 
rubber core fits comfort 
ably in the hand. Attached 
brush whisks away eraser 
crumbs. Won’t roll off 


KUTRIMMER— preferred by all “Cut-ups” for 
ng up to 50 sheets ol paper at one stroke 


lhis combination trimmer and cutter handles desks. Easily repointed in 
hoeto negatives. rubber. thin plywood, leath any pencil sharpener or 
ind other novelty stocks. It comes in with knife. (No. 365 GRAY- 
aaa ee achen 99 tackes ond 38 POINT, same eraser with 
hes. From Micha Litl Sales Corp out brush) 


lent. TS 143 W 5 St.. New York 36. N \ 


— 










1. 
4 No. 378 GRAYPOINT 5 
‘. a This paper-wrapped eras i . 
AQUA PEN. “Water, water everywhere and every drop makes ink er with the pull string for : * 
with this new, smooth-writing instrument. You fill with water? it easy repointing can be eB 
writes in ink. Replaceable cartridges average fifty hours of work. Pre repointed right at the EB 
cision engineered, it has a nib suitable for every touch—light, me desk. Same quality gray oO 
dium, or heavy. The ink is permanent and bank-approved. Cost rubber as No. 3650 GRAY = 
$1.49: refill eartridges, 29 cents each. From Universal Fountain POINT ” 
Pen and Pencil Co., Inc., Dept. TS, 260—808 Driggs Ave., Brooklyn i 
11,N. ¥ 


Ask Your Office Manager 


wu < or Stationer for Pencil-like, 





io” 

q> 
PLAN HOLD ROLL FILE—a filing system for 228 fasy-to-hold, Easy-to-point 
rolled charts, maps, ete., made of modular 4 WELDON ROBERTS 
steel encased Duro tubes in units of tour. GRAYPOINT ERASERS 
Special “slide together” stacking feature « 
I ial sit , ter " The Modern Erasers 
ables units to be assembled for desk toy 

for Modern Secretaries 


mounting. under-surface table mounting, or 
cabinet form. For information, write to Plan 


Hold Corp., Dept. TS, P.O. Box 1038, South 
Gate, Calif. . 








WELDON ROBERTS 
RUBBER CO. 
365 Sixth Ave 
Newark 7, N.J. 


Weldon 








V World’s Foremost 
PERMA-PRINT CHECK PROTECTOR. Save Eraser Specialists 
your millions—whether dollars or pennies 
this machine. The check amount is in- a aa 
y printed in red or black to prevent Ww 0 ! RoSents 
ring. Compact in size, it fits into a desk 
In grey, green, and beige. Price Enoananr 





irom Gotham Fast Mail, Dept. TS. 


Correct Mistakes in Any Language 
Fifth Ave. New York 36, N. ¥ pinnae y Langueg 
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No other office machine does so many jobs 
so easily...for so little! 


Billing, addressing, communications . . . businesses throughout America 


“ee 


use the ‘““Thermo-Fax’’ Copying Machine—in over 100 different ways— 
to speed work and cut costs. It’s completely electric. It makes dry 
copies of business papers in four seconds! That’s why more businessmen 
prefer ““Thermo-Fax’’ Copying Machines—proved by recent surveys 
made by leading business publications. Phone your dealer for a demon- 
stration, or mail the coupon now. 


Miienesora JUfinine ann J/ANUFACTURING COMPANY 
...- WHERE RESEARCH IS THE KEY TO TOMORROW 


e THE TERMS ‘*TH RMO-FAK’’ AN **SECRETARY’’ ARE REG EREC 
w E> TRADEMARKS OF MINNESOTA MINING ANO MANUFACTURING COMPANY 

















: MINNESOTA MINING AND MANUFACTURING COMPANY Dept. gF-39, St. Paul 6, Minn: . 
. Please send me details on how the ‘‘Thermo-Fax’’ Copying Machine . 
2 will help me cut costs in my business. a 
; Name — a on ° 
. Company eae — - ° 
“ Address rt 
= ei ae Zone____ State 








SECRETARIAL 


bookshelf 





MR. CHURCHILL’S SECRETARY. [Elizabeth 
Nel. Coward-McCann, Ine., 210 Madison 
Ave... New York 16, N. Y. 185 pp. $3.75. 


luthor’s account of her experiences as 
secretary to England’s Prime Minister 
during the war vears. 1941-45. Picture 
vourself in this secre tary’s chair deal- 


ig with Generals Eisenhower and de 


, 


, , ‘ , . 9 
Gaulle. taking dictation in bomb shel 


ters. accompanying the Prime Minister 
to Yalta and Moscow Conferences. to 

ente g evealing picture of 
( d } neal AIS Se etary 


HOW TO LOOK FOR A JOB IN NEW YORK. 
Alumnae Advisory Center, Inc... 541 Madison 
Ave., New York 22, N. Y. 26 pp. $1. 


Ne / j p j 
f 

' o 

ers SS s r g 
\ Yo fr / 

, 

ssi ; ¢ ned 

—- 

( titions etfore ng 
ys 

‘ s Excellent st f itside 

es / fhe t 


AMERICA’S EDUCATIONAL NEEDS. (.rant >. 
Net lellan. editor. H. W. \ ilson i .. 950 
Universitv Ave... New York 52, N. Y. 269 pp. 


t 
» 


~ 


Re-examination of our educational sys- 
tem by prominent educ ators and pu hlir 
figures. Reprints from leading peri- 
odicals arranged under four headings: 
“Diagnose s and ( hallenges.” “More 
Spee fie Problems.” * Lessons from 
fhroad.” and “Toward Improvements.” 
Eleven page 0 bliography concludes the 
study. 


SCRIPTOGRAPHIC BOOKLETS. Channing L. 
Bete Co.. Inc., Greenfield, Mass. Two-color. 
16 pp. 25 cents each. 


@ Income Tax-opedia, Uses key words 
and integrated graphics to provide facts 
on filing income tax returns. Discusses 
exemptions, deductions, and expenses 
that may be claimed before arriving at 
one’s “taxable income.” Diagrams of 
most commonly used return forms, com- 
plete with instructions, help ease a 
tedious task. 

@ You'n U.N. Presents clear picture of 
a controversial organization—the United 
Nations. Sums up through words and 
pictures the purposes, structure, and 
accomplishments of U.N. to date. 
Sketches of less publicized agencies of 
U. N. give greater appreciation of job 
it is doing. 
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VIEWS FROM THE FRONT OFFICE ON... 


SALARIES 


{ monthly column featuring top executives’ 


views on various office situations 


REUBEN BERMAN, President, Fair-Tex Mills, Inc. 


CATHERINE R. READY, 


{ssistant Director, Educational Service Department, Bristol-Myers Company 


HAROLD J. BROWN, Office Manager, Hill & Knowlton, Inc. 


ARE YOU WORTH your salt? 


ers have been asking this question since 


Employ- 


Roman days when soldiers used their 
pay to buy salt. Today's worker expects 
but the boss. 
like his Roman predecessor, still asks 


her salt—and pepper. too 
the same old question: “Ts she worth it?” 

... Enters the pay check, seed of all 
contention. Many a pleasant relationship 
is destroyed by what the secretary con- 
siders her boss’ failure to see eye-to-eye 
on her hand-to-mouth existence. She ex- 
pects to be rewarded for her services by 
pay increases, and many times these are 
But. 


every salary. 


justified. there are two sides to 
Wage increases are usually granted on 


the basis of merit or length of service. 
although company policies do vary. Reu- 
hen Berman, president of Fair-Tex Mills, 
that 


largely 


believes “salary raises should be 


based on merit. If a person’s 
work remains satisfactory but is not su- 
perior, time alone does not entitle her to 
an increase.” 

“At Hill & Knowlton,” 
Manager Harold 


there is no clean-cut boundary between 


Office 


believe 


Say 


Brown, “we 


merit and length of service. Although we 
consider merit the primary reason- for 
conscientious 


vranting a raise, a secre- 


tary would certainly have her case re- 


viewed in the light of time served if she 


located in a ‘static’ 


vere part of the 
organization.” 

Catherine Ready 
\vers’ 


merit. 


“Bristol- 
system is based on both time and 
this 


agrees. 


However. doesn't 


guarantee 


automatic 


increases, as raises must be 


studied by a committee who often finds 
necessary to refuse them.” 
One of the most controversial salary 
sues is the increase. 


automatic pay 


Management is split on this question. 
Some feel the practice leads to a “present 


n body but not in spirit” attitude among 


kers, who sit back and let the calen- 


irn their raises for them. Mr. Ber- 
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man shares this viewpoint. “Automatic 
increases hinder initiative and competi- 
tion and often hamper the employer 
forbid 


him to grant increments.” This latter fact 


when financial responsibilities 
is often overlooked by employees where- 
as, in many cases, both they and the boss 
are hanging on to the same thin thread. 

Mr. Brown, to the contrary, does not 
see. any harm in automatic raises. “If a 
company tries to anticipate and interpret 
job industry 


and loyalty when hiring 


employees, automatic raises shouldn't 
lead to a slackening off of ambition.” 
Company officials do agree that a see- 
retary's drive and efficiency suffer if she 
isn’t rewarded monetarily for a job well 
done. Okay, fine. But how—and when 
does she go about getting this raise? 
Good things do not always come to she 
this may be one of 
As Catherine 


us: “If a secretary 


who sits and waits 


those times. Ready tells 
feels she deserves a 
raise and none is forthcoming. she is 
certainly entitled to ask her boss for one. 
If he this 
should take her problem to the personne! 
office.” But 


rush to the boss’ office, 


won't support request, she 


beware. secretaries. In her 
many's the girl 
who has tripped over the word deserves. 
who complain 


Emplovees they re 
pro} ; 


“making nothing” are often making a 
fuss over nothing. They tend to forget 
Bristol- 


Myers offers their personnel semi-annual 


their many company benefits. 
service awards based on a percentage of 
their salary and length of service. Hill & 
Knowlton’s “extras” include medical in- 
surance plans, bonuses, and annual profit 
sharing after one year with the company. 
Can employees expect all this and heav- 
enly wages, too? 

A solution to the 


salary question? 


Something's got to give—in most 
it’s the boss. And he is willing. But as 


Miss Ready points out: 


cases 


“Its up to the 
employee to decide if she wants to make 


a living—or a life.” 


ALL METAL 


COPYHOLDER 


THAT CAN'T BREAK 
ony SLID 






Rugged is the word for this easy-to-use copy 
prop. It can’t break down — no gadgets. 
Assures correct sight-level for accurate typ- 
ing of all copy work. Used in high schools, 
business colleges, by typists in every kind of 
business. Secretaries love it! 

Three attractive pastel shades — desert 
tan, sea foam green, steel gray. Available 
at stationery stores or send us $1.35, we 
pay postage. 


BANKERS BOX COMPANY 


2607 Nerth 25th Ave. * Franklin Park, til. 


—S=S. 
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J ROUND CORNERED 
gs AND EMBOSSED 


SHADOWBOX 
* 


riendship 


Gs 


2551 


50 for $2... . from one pose 
plus 25¢ shipping .. . 
including special bonus 
of Starlite Case 
and Frame 





Friendship Photo's excitingly new and different 
Shadowbox Prints with deep-sunk embossing and 
softly rounded corners add subtie glamour to that 
treasured snapshot. Prints are wallet-size... 242" x 
3%". Satisfaction guaranteed. Order today 


FREE 
Starlite Case and 
Frame with each $2 
order. Use as beautiful 
double frame or utility 
case 
50 for $2 from one pose. 
=e ee ee ee ee ee ee ee ee ee ee oe 

Friendship Photos, Dept. F-15, Quincy 69, Mass. 

Please send me 


25 “Shadowbox” Friendship Photos . . . from one 
pose... $1.25 enclosed 


[) 50 “Shadowbox” Friendship Photos . 





e 


. . from one 
pose $2.25. | am to receive bonus of Starlite Case 
and Frame at no extra charge with my order of 50. 


1 enclose photo, snapshot or negative which you will 
I return unharmed. My money back, airmail, if I'm not 
] completely satisfied 
i 


Name. 


SND 600s6sses bboncaesandess«psndsadesetaneneen 


oe ee ee ee ee (Please Print) = oo oe oe oe 
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EASIEST TO OPERATE! Convenience features like exclusive 
Magic® Margin and Twin-Pak®", the instant changing ribbon 
fingers never touch—save time, cut typing fatigue to a minimum. 


UNEQUALLED SPEED! Scientific laboratory tests on automatic 
typing equipment prove the new Royal Electric is capable of an 
incredible 195 words per minute—or 15 characters per second! 


MATCHLESS REPRODUCTION! No heavy characters, no faint, 
fuzzy ones. You get the sharpest, most perfectly aligned work 
ever to come out of a typewriter! 


P. S. For a more satisfied boss and a pleasanter job, start hint- 
ing for a Royal Electric right now. Your Royal Representative 
can arrange a demonstration and free trial in a jiffy. Old type- 
writers are worth plenty in trade. 


* ROYAL EXECUTIVE, one of 74 Royal type styles. 


peateaes P ) ' jere 7Oeteteres 








- 











There are more Royal Typewriters in office use 
than any other make. 


the business-minded ROYAL electric 


Product of Royal McBee Corporation 
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A RECENTLY 


completed poll 
found that nine out 
of ten secretaries 
seem to be suffering 
from a chronic dis- 
ease most likely to 
strike on rainy Mon- 
day afternoons about 
2:30. The symp- 
toms? A_ glazed 
stare interrupted 
only by long, inter- 
mittent sighs. The 
treatment? Immediate relief may be 
brought on by the arrival (finally) of 
the three o'clock coffee break or, in more 
severe cases, by the after-five purchase 
of a new dress. (A complete cure has yet 
to be discovered.) Call it daydreaming, 
stargazing. or what you will, this strange 
illness seems to be running rampant. 
And. from the “Please do a story on...” 
mail we have been receiving. indications 
are that an inordinant number of secre- 
taries. while in the throes of an attack, 
are picturing themselves in the elegant 
oflices of a dress designer. 

With all this in mind, we decided to 
explore the showroom of Anne Fogarty, 
one of the first and best of the strictly 
American designers. 

Ten years ago, in a flurry of petticoats 
and bright beautiful fabrics. Anne Fo- 


,} garty arrived on the American fashion 


scene. Her striking use of gay unusual 
colors coupled with  figure-conscious 
feminine lines quickly established her 
as someone to be reckoned with. She 
launched her career with the paper doll 
silhouette, a style that quickly trans- 
ferred the attention of the junior set 
(and everyone else ) from bobby socks 
and sloppy joes to petticoats, petticoats, 
and more petticoats, 

As fashion-conscious teens and juniors 
were learning how to sit gracefully while 
wearing three petticoats and how to 
hang those same three petticoats in 
an already bulging closet. Anne Fo- 
garty continued expanding both her 
ideas and her field. She helped 
American fashion—content before the 
war to follow Europe's lead—to grow up 
and develop a style of its own. And as it 
grew, she grew with it. Her styles ven- 
tured out from the strictly teen and 


junior areas into a new definition of 
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Stripes, dots, checks, 


youthful clothes, making them more a look than a matter 
of age. Now, Anne Fogarty designs a completely co- 
ordinated line including hats, shoes, jewelry. lingerie. 
dresses, coats, and suits for New York’s Saks Fifth Ave- 
nue and other selected stores throughout the country. 
We found in her showroom an interesting assortment 
of paradoxes. The first of these became evident shortly 
after our announced intention of doing a story on 
Mrs. Fogarty’s secretary, for there seemed to be no 
one girl who handled secretarial matters exclusively. 
rhe situation was summed up by Nancy English, a tall, 
slim redhead who handles Mrs. Fogarty’s publicity. “On 
Seventh Avenue (the heart of New York’s garment cen- 
ter) all jobs overlap,” she said, making it sound like we 
were dealing with some kind of oversized artichoke. 
Actually, Anne Fogarty is the possessor of three able 
right hands, each of whom performs some of the duties 
‘of a secretary plus a myriad of other jobs peculiar to 
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prints, solids, colors galore. Gay new fabrics for a gay new season. 


the exciting business of creating always-new fashions. 

In addition to Nancy, there is Gitta Soot, a pretty, 
sandy-haired Estonian girl who keeps the designer’s 
office from being completely buried in bolts of material, 
sketches, petticoats, and extra pairs of shoes. Gitta seems 
to be everywhere at once. One minute finds her typing 
madly in a corner of the showroom. The next, she’s 
juggling two oversized gold and white hat boxes from 
John Frederics, for whom Anne Fogarty designs hats. 

The third member of the trio is Sandra Packales, a 
warm, friendly, attractively tousle-haired brunette. Her 
headquarters is just outside Anne Fogarty’s office and 
from here she handles all telephone calls and appoint- 
ments. okays the bills, books the models, orders and 
keeps track of the fabrics and trimming, and makes 
sketches of everything that is being worked on. 

Says Sandra, “People are calling all day, asking ‘Is 
this Mrs. Fogarty’s assistant?’ ‘Is this Mrs. Fogarty’: 
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sketcher?” ‘Is this Mrs. Fogarty’s secretary 77> Whatever 
they want. | am!” 

This was enough for us and we immediately began a 
harrage of questions. 

When asked to describe a typical day, Sandra 
laughed. “There is no such thing in this business,” was 
her reply. “Every day is different.” About the only 
thing that doesn't vary is her half-hour subway ride to 
12d Street each morning (That rare creature. a native 
New Yorker, Sandra lives with her family in the Bronx. 
\ short walk past the Metropolitan Opera House. wher 
she is often forced to pick her way around the elaborate 
sets being moved in and out. brings her to 39th Street 
and Seventh Avenue. “After that. anything can happen.” 

The showroom itself exceeds the daydreams of even 
the most imaginative desk-bound Girl Friday. White 
brocade-covered walls are complemented by a gleaming 
black floor. Round black tables and their accompanying 
cold and jet chairs line both sides of the room. The 
beautiful setting, complete with gold candelabra. brings 
to mind an earlier, more elegant period than our own. 
To this gracious. tastefully decorated room come out-of- 
town buyers and fashion editors from such magazines 
as Vogue and Mademoiselle and leading newspapers. The 
atmosphere is indeed one of excitement and glamour; 
the pace is quick without being harried. 

Behind the showroom lie the offices and sewing room. 
Passing into these nether regions one becomes aware of 
a second paradox. It’s like going backstage in a theatet 

and the show business simile does not end with this 
single observation). Backstage is strictly business and it 
is immediately evident that steady hard work is what 
produces the easy. relaxed Fogarty look. In one corner. 
Barbara Williams. the lovely Anne Fogarty model. is 
busy trying on hats. In another, Sandra’s desk is piled 
high with swatch books. notes. and sketches. The tele- 
phone never stops ringing, 
“The show must go on” attitude was never more evi- 
dent than during our picture-taking session. When asked 


O pose as though she were making a telephone eall. 


~ 


i 


indra. no girl to waste time. made an actual call while 
iiling into the camera. 

lven Mrs. Fogarty’s office has a look of “no time 

ted here.” The walnut and brass sectional desk and 

to-floor shelves laden with bolts of bright material 

ite the room. Almost every inch of working spac 

ered with piles of cloth, (Continued on page 47) 
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ee ? 9 
Never a dull moment,” as Sandra looks over accessories 


with Gitta, makes a hurried phone check on a dress that 


should be back in the showroom, clips a bit of fabric “to 
match colors.” discusses “iust the 1 o iat” with model 
Barbara Williams, tries to find room r just one more 


hanger on the already crowded door. 





4 


4 





~ t 





= 
= ‘ 
a 3 % > 
. $= 
3 = CH 
= tS 
3 SS 7 
The George Manufacturing Company @ Has youR EMPLOYER ever dictated phrases like “. .. 
Balance Sheet the proper combination of equity and short-term capital 
December 31, 1958 ee hee . the operating ratio of net profit to the net 
ASSETS sales...” ? Is dictation of an accounting nature diflicult 
Current Assets: to transcribe because it is meaningless? Does it sound 
Cash - $ 20,000 technical and boring? Well. it needn't. 
Accounts Receivable 80,000 : : , ; ‘ ‘ ‘ 
Its true that discussions involving accounting termi- 
Inventories: : ; 
Side seibindiais eeil ieailion $30,000 nology and procedures can be complicated. After all. an 
Finished product 35,000 65,000 individual preparing for an accounting career specializes 
Total Current Assets 165,000 in the subject for four years in college. Yet it is sur- 
land “ne 10,000 prising how an understanding of just a few basic terms 
Buildings 30,000 ; ee ; 
, can give you an insight into the language and romance 
Machinery 20,000 


Total Assets . $225,000 of business. ; ; 
. “Oh come now.” vou scoff. “business. romantic?” Yes 




















LIABILITIES it is, if we agree that a romance is a type of long story 
Current Liabilities: : ‘ : ’ ee , ; 
depending for its interest on stirring incidents and sur- 
Notes Payable $ 50,000 die ra & ; 7 
) < oO ~ be < are <s < . 
Accounts Payable 35,000 prising turns of plot. Situations and circum mae: are 
screed Uichilities ; 10,000 continually changing in all businesses regardless of type 
Total Current Liabilities 95,000 and size. These shifting conditions require decisions that 
Capital Stock 60,000 will affect not only the lives of the people directly con- 
Surplus 70,000 cerned with the enterprise the owners. employees. Cus- 
Total Liabilities and Net Worth $225,00 : , : Ye 
———— tomers. and creditors—but also the lives of all the citi- 
ad : , zens of the community in which the business is located. 
The George Manufacturing Company ae ' , 
: , : And it is accounting that records the story of a business 
Balance Sheet itl “ape 
, - and then analyzes that story. 
December 31. 1958 haegaualip “- ; : 
The primary purpose of bookkeeping and accounting 
ASSETS is to supply information about what has happened in a 
Current Assets: : ¢ 3 This inf ; - l \ 
Cosh $ 20,000 epee organization. : - information is used as the 
Daetiiiine Dusntatiite $80,000 hasis for the many decisions that have to be made by 
Less Reserve for Doubtful Accounts ; 8,000 72,000 the owners. executives. and managers. Of course. the 
Inventories: kind of information needed will vary somewhat with the 
Raw materials and supplies 30,000 type of business. Accounting systems must be tailored to 
Finished duct 35,000 . . ; 
eretage panies $ fit indvidual needs. However. there are certain records 
Less Reserve for : : | 
inventory losses 5,000 30,000 60,000 and statements t or are common to Oren; yusiness. Lt ; s 
Seated Covent Assets - 152.000 look at them—their format and terminology—and dis- 
Land 10,000 cover what information they supply and what decisions 
Buildings . 30,000 they help formulate. 
Less Reserve for Depreciation 6,000 24,000 
Machinery ; 20,000 ; 
Less Reserve for Depreciation 4,000 16,000 Contents of the Balance Sheet 
Total Assets - 202,000 A balance sheet shows the condition of a business at 
LIABILITIES a specified time. It states the assets. liabilities. and the 
Current Liabilities: net worth of the firm. An account form balance sheet 
Notes Payable ;, e See Saar Lae 50,000 lists accounts and assets at the left. liabilities and net 
Accounts Payable seseeseneee vortessseneee 35,000 worth at the right. In this article we're using the report 
Accrued Liabilities i ; ies 10,000 ° 
form balance sheets. so called because the assets are 
Reserve for Taxes . , Ansateckngadiild 5,000 li th tl liabiliti i. hel 
—— sted ; , » dis Sf . ' ‘low. 
Total Current Liabilities ............ sieht 100,000 ee ee a ee ee eee Coen ee ee eer 
Capital Stock eS Se Serres, 60,000 Both forms give exactly the same information. The report 
Surplus .. seein cds ai gaa tapi 42,000 form is easier to type. however. because there are fewer 
Total Liabilities and Net Worth Ny a a 202,000 columns to tabulate. Then too. an account form balance 
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BALANCE SHE 


Mo 


By GILBERT 


sheet must be done on wide paper and may require a 


typewriter with a long carriage. 


Language of the Balance Sheet 


{ssets are items owned by the business. Current assets 
are those which can be converted into cash speedily. 
Liabilities are amounts owed by the business to creditors. 
Current liabilities are those which will be paid in less 
than a vear. 

Vet worth represents the equity of the owners or their 
share in the assets. Notice that the list of what the com- 


pany owns—the assets 


always equals what it owes to 


its creditors—-the liabilities 


and to its owners—the 


net worth. 


Description of Asset Accounts 


Cash. The total of all money in bank accounts and any 
that may be in a safe. drawer. or register in the office. 
Accounts Receivable. The amount of unpaid sales of serv- 
ice or merchandise to customers. 

Inventories. The value of materials on hand. Raw mate- 
rial and supplies are those items used in making the prod- 
uct the business offers for sale. Finished goods as the 
name implies are those items ready to be sold. Inven- 
tories are usually valued at either their cost price or 
their market value. whichever is lower. 

Land. \t is listed separately from Buildings because land 
is not subject to as many changes of value. 

Vachinery, Equipment, Furniture and Fixtures. A vari- 
ety of such titles are listed on balance sheets depending 
on the type of business. The title used is generally de- 
scriptive of the kind of property, the purpose for which 


it is used. and its location in factory, storéroom, or office. 


Description of Liability and Net W orth Accounts 
Votes Payable. The total owed on written promises given 
to creditors. 

fecounts Payable. The amounts owed to creditors for 
unpaid purchases of goods or services. 

lecrued Liabilities. Expenses incurred but not yet paid. 
For example. employees may have performed work for 
which they have not vet received their wages. 

Capital Stock. The value of the shares issued to the own- 
ers of a corporation. If the business is unincorporated. 
the amount of ownership will be listed under the name 
of the owner or owners. 

Surplus. The balance of the undistributed profits left in 
a corporation after dividends have been paid to the 


stockholders. There will be no surplus account when a 
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business is unincorporated—-there are no stockholders. 


Valuation Accounts 


If readers are not to be misinformed. it’s important 
that the values listed on the balance sheet be correctly 
stated. Notice the different interpretations that can he 
made from a balance sheet in its simplest form as shown 


in illustration 1 and from a more detailed one as de- 


picted in the second illustration. A more accurate pic- 


ture is given when valuation accounts are set up to 


provide for things that might happen. 
Reserve for Doubtful sheet No. 1 


shows that the George Company places a value of $80,000 


{ecounts. Balance 


on its accounts receivable. But... will all of its customers 
pay? No matter how carefully a business investigates its 
customers before it grants credit there is always a pos- 
sibility that someone will not be able to pay. Prudent 
management demands that this possibility be recognized 
when placing a value on its accounts receivable. Notice 
that in balance sheet No. 2 the George Company realizes 
that it may not collect $8.000 of its $80.000 worth of 
Accounts Receivable. Such a reserve is usually calculated 
on the basis of past experience either as a percentage 
of average balance of accounts receivable or as a per- 
centage of net credit sales. 

Reserve for Inventory Valuation. In balance sheet No. 1 
the George Company says it has inventories worth a total 
of $65.000. Does it or is it fooling itself? There may be 
losses because of style or price changes. theft. physical 


deterioration. or other causes. In balance sheet No. 2 
the company estimates possible shrinkages of $5,000 as a 
reserve against overvaluing the worth of its inventories. 
Reserves Jor Depreciation of Fixed Assets. Fixed assets 
are those held over a long period of time. They are 
usually used in the operation of the business and. with 
the exception of land. decline in value because of use, 
changes in design and method, action of the elements. 
and other No. 2 that 


the George Company shows the depreciation or decline 


factors. Notice in balance sheet 
in value of Buildings and Machinery from their new 
or cost price of $30,000 and $20,000 respectively. 

This article gave a brief explanation of the basic 
terms found on a balance sheet. In a future issue we'll 
discuss some basic principles of financial management 
and how the information supplied by the balance sheet 
can be used in applying these principles. For example, 
do you think the George Company has allowed too much 
credit as indicated by the $80,000 worth of accounts 


receivable listed on the balance sheet ? 
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AS THE FRENCH SAY. “Plus ca 
” change. plus ca reste le méme.” or 
in basic American, “Nothing new under 
the sun.” For instance? Well... take the 
gentleman secretary. Ever since writing 
began. as a matter of fact. there’s been 
no better way devised for a bright young 
man to get ahead. For historically, the 
scribe was always a bright young man. 
His was a post to be won and held by any 
means. It was. and _ still remains. the 
ideal vantage point for a man with a 
taste for success. 

For centuries. what other commoner 
could sit with kings. judges. and gentle- 
men? Through the ages. when reading 
and writing were not considered upper 
class accomplishments. who but the scribe 
sat securely with the great and noble. se- 
renely unmoved by toppling kingdoms 
and falling empires ? 

In relatively recent times. if he didn’t 
pack the old six-shooter into the carpet- 
bag and head for Dodge City. the aver- 
age young American charged up the 
success ladder armed with his trusty 
steno book. But then came the invasion 
of the pompadours and shirtwaists. and 
Man Friday slowly gave way to Gal Fri- 
day. As a new point of business entrée. 
the mail room began to gain favor. popu- 
lated by Ivy League types bristling with 
degrees. tremulous with hope. 

Fortunately, a change is taking place. 
and once more young men are recogniz- 
ing the age-old benefits of the secretarial 
position for those who are neither boss’ 
sons (nor sons-in-law). Let’s be logical. 
What better way is there to study today’s 
administrative thinking? What better 
chance to make decisions without the 
fear of being held completely responsible 
for mistakes ? What more obvious way to 
call top management's attention to one’s 
capabilities than to sit right outside man- 
agements door—being capable every 
minute and well paid for it to boot ? 

It’s not all clear sailing yet. The girls 
are still in the majority. To judge by 
the numbers of young men who avoid 
secretarial training courses in school. it 


would seem that. contrary to all the facts. 


public opinion is with the girls. The male 
secretarial position is. still viewed by 
many as a \ery limited, fuddy-duddy, 
niche in the | ess world. How wrong 
this is! And how many intelligent young 
men are finding this out and attending 
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post-graduate secretarial schools to make up for this lack 
in their background. 

According to the National Office Management Associa- 
tion, their numbers are increasing. In a survey, which 
this organization commissioned in 1957, it was learned 
that close to 70.000 men were engaged in secretarial 
work. Mr. Charles E. Ginder. staff director of the tech- 
nical division for the Association. estimates a 12 per cent 
increase all along the line to bring these figures up-to- 
date as of January. 1959. Here they are: 


EIIIIININD =: ss:.cut eal tetmistennibebseacmaeidusunmanatatiaunals 16.000 
Finance, Insurance. Real Estate............0....... 10.000 
Durable goods manufacturing................00066. 9.000 
IN iniciceiscaiichicatinsiibnisiceabiosiliasichaien 8.000 
Non-durable goods manufacturing................ 8.000 
ee ne Le en 1.000 
RS FE ICCC RTE TEE aE er 1.000 
aes Dene me 5.000 
LE I OTE LL 2.000 
Acriculture and Mining..................:cccceeeeeeees 1.000 


Ee er PN Eee ere 20.000 
(Incidentally. Mr. Ginder, who holds a Master's de- 


Miscellaneous 


gree from Temple University, was once a secretary him- 
self.) 

Still think the mail room seems more glamorous? If 
you're eighteen to twenty-two.. perhaps glamour can sus- 
tain you, but most men prefer to work for money. A 
secretarial job not only pays well to start, but given the 
right person, is a shrewder, surer, and faster way of 
reaching the top. 

Again and again, these facts are borne out by the very 
people who should know best . those who teach and 
those who get jobs for secretarially trained men. 

Says Sadie Brown. dynamic head of the Collegiate 
Secretarial Institute in New York, “Men are in dead 
earnest when it comes to a job. Employers need people 
who are free to travel. can work all hours easily, and in 
the long run are more dependable. Today, there’s more 


isiness opportunity for a man with secretarial hack- 


“round than there’s ever been. 
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“Shorthand and typing are the modern apprentice 
tools for any industry.” Miss Brown states and goes on 
to say that even a B.A. is only a potential advantage 
unless there's a practical key which can open the door to 
the executive office. That key is secretarial skills. 

“But.” she cautions, “it’s still only a tool. There’s got 
to be a person behind it. In the final analysis, you're 
either dead weight. or you prove your ability. If you're 
not afraid of hard work, if you're determined to make 
good, you undoubtedly will.” 

And then as a parting thought. Miss Brown (many 
of whose former students are now hiring secretaries of 
their own) added, “The way to real success is not to seek 
what you'd like to do, but to do what has to be done.” 

So much for the still hesitant. The demand for male 
secretaries is there. It is increasing. The job has to be 
done, and graduates of the Collegiate Institute are daily 
proving that the well-done job pays off in rapid 
promotion. 

One of these secretary-to-success men is Martin Bob- 
man, now thirty-eight, married, and the father of two 
sons. In November, 1947, with one and a half years of 
college and a year of business school, he began as a sec- 
retary and the only other employee of a division of Hud- 
son Pulp and Paper Company. For the past nine and a 
half years, he has been sales service manager. with re- 
sponsibility for ten staff members in the city plus the 
business of an out-of-town company mill. He reports 
directly to the sales manager. 

Mr. Bobman’s life might have been very different to- 
day if... but let him tell it: 

“Up until January, 1942, when I entered the Army. 
I'd always worked in a factory at a machine. In the 
Army too, | worked at a lathe, reboring motor blocks, 
rebuilding trucks, etc. When I was discharged, the 
thought of going back into factory work . . . with pos- 
sible layoffs during slack periods . went against the 
grain. So I took a job in a Wall Street bank to learn 
bookkeeping. After six months I quit. The salary was 
so small. I couldn’t afford to stay. I figured I had to go 








hack to factory work. At least that paid a little more. 

“It was while looking for a job that I noticed columns 
of ads for male secretaries. | did some checking. One 
employment agency put 100 cards in my hand and said 
that each card represented a job that had to be filled. 
If | knew shorthand, I could take my pick. | checked 
several large firms to see if they would hire a male sec- 
retary. The head of one personnel department was 
amused at my fears. He told me he himself had started 
as a secretary and that I should not hesitate to take up 
shorthand. It was then that I started looking for a school 
and found Collegiate.” 

Mr. Bobman began his new career relatively late. This 
may be why he so strongly advocates early secretarial 
training. “It’s the best way to be hired by any firm.” 
he says. “and the best tool a man can have while he’s 
finding his proper niche in the business world.” 

Important—vitally important—this finding one’s place 
in business, particularly for a man. 

Take the case of Howard T. Fevrier, thirty, a bachelor, 
with two years of college and a year and a half of secre- 
tarial school behind him. Mr. Fevrier is now executive 
secretary to the director of personnel at International 
Business Machines Corp.. an organization that at last 
count numbered some 61,000 employees. 

Until two years ago when he joined IBM. Mr. Fevrier 
was, by his own admission, “at a standstill in a position 
as sales correspondent.” Through friends he learned of 
men who had achieved enviable success from a secre- 
tarial start. Still not sure of his own abilities along these 
lines. he took V.A. aptitude tests and found he could 


“If a man is going to be a secretary, let him 
live up to it, not down to it. Its... hard to be 
a good male secretary.” 


—KENNETH SILVER, 
PRESIDENT, SERVICES UNLIMITED 





better combination.” 





“A secretary can fit into every type of business 
firm. ... The trick is to be able to size up a 





situation, see opportunity, smell opportunity 
. so that one may advance both position- and 
ilary-wise. The secretary, in a sense, under- 


tudies his boss. 


—MARTIN BOBMAN 
SALES SERVICE MANAGER, HUDSON PULP AND PAPER 














handle the job. He enrolled at Collegiate Institute and 
was placed at IBM. 

From his original routine clerical and secretarial 
duties, Mr. Fevrier has graduated to bigger things 
delegating correspondence on his own to his boss’ as- 
sistants. handling his own routine letters as well as his 
boss’, acting as office supervisor, distributing work fo 
secretaries on the staff. 

He’s learning just how much a personnel chief must 
give of himself to conduct his job successfully. And as 
an employee of IBM, he’s learning personnel policies of 
the very best kind. 

Today, Mr. Fevrier has a direction and a goal—per- 
sonnel manager—a responsible and “challenging” posi- 
tion, which he plans to further as rapidly as possible by 
completing his college work at night with appropriate 
courses, 

Howard Fevrier is not lucky. He has not cornered the 
market on horseshoes or four-leaf clovers. He has dis- 
covered the wide-open market for male secretaries, how- 
ever. and the field is broad indeed. 

Certain industries traditionally hire gentlemen secre- 
taries—-and for very good reasons. Either the work loca- 
tion is one in which a woman would be uncomfortable 
or out-of-place—railroading, steel mills. mining, heavy 
manufacturing—or the work itself and the advancement 
opportunities require technical aptitudes that a man 
might be more likely to provide—textiles, shipping. 
traflic. engineering. wholesaling. and on-the-road sales. 

Other establishments. like theatrical agencies. con- 


sumer product manufacturing. (Continued on page 49) 


1 feel that the secretarial position could be a 
stepping stone to numerous opportunities that 
would otherwise be inaccessible to the average 
college graduate. For example, it is most dif 
ficult to enter the television field directly from 
sf hool.” 


—BERNIE SOHN, 
SECRETARY /ASSISTANT, TV DEPARTMENT, 
WILLIAM MORRIS AGENCY, INC. 


“Capable young men will always be able to find really good positions 
as secretaries. This is the ideal training field for future executives, | 
honestly believe that if a company could put its potential executives 
into secretarial positions first, it would wind up with the best executives 
it would be possible to find anywhere. { male secretary is the best 
kind of liaison officer. He develops an active sympathy for the work- 
men and the dedicated enthusiasm of the administrator, There is no 


—TOM LANGSTON, COORDINATOR OF PUBLIC SERVICES, 


WEST TEXAS STATE COLLEGE 


“In my opinion, the male secretarial position 
should be a starting point, Secretarial skills 
will get you into areas of business when pra 
tically nothing else will. . Once you're in, 
it's up to you to make the best of your ad 
vantage.” 
—HOWARD T. FEVRIER, EXECUTIVE SECRETARY 
TO DIRECTOR OF PERSONNEL, !BM 
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r WAS ten vears ago that I decided to follow Alexander 
\lexander the Great, that is. He had conquered the 
incient world. Very well, I too could be a conqueror 
at least in business. 

First step in my campaign—to enroll in secretarial 
chool. My initial method of attack would be shorthand. 
| soon discovered. however. that it had even greater possi- 
bilities than I had dreamed. Shorthand was to be the 
veapon that won the war. 

As one of the few male students in the course, I was 
very conscious that the secretarial field was primarily 

woman's domain. I ignored this. Spurred on by those 
uspiring magazine articles that show shorthand as a 
eateway into more fascinating and varied fields, | deter- 
mined to learn this skiil as quickly as possible. 

| soon discovered there was—alas—a vast difference 
between learning quickly and learning thoroughly. Ease 
in transcription was, it seemed, the result of a complete 
mastery in technique. | buckled down. studied, practiced, 
and finally graduated with a knowledge that has served 
me well ever since. 

Armed with my diploma from New York’s Millet 
School and a certificate of speed from the director. | 
easily secured a secretarial position with the National 
Broadcasting Company. and next as a secretary to the di- 
rector of television engineering at Paramount Pictures. 


Still I was not satisfied. Like Alexander grieving for 


ADDENDA: 


Some words of wisdom 


from a male 
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more worlds to conquer, | wanted to go turther. The im- 
portant thing to me was to use my new-found knowledge 
as a key to a permanent career—one that would eventually 
lead to a good position with suitable monetary rewards, 
of course. 

With that in mind, I applied for work at the National 
Silver Company. leading giftware wholesalers. But here 
my approach was different. I made it plain from the be- 
ginning that if I accepted secretarial work, it was only so 
that | might learn more about their business. Eventually, 
I would be of use to them in another—and more lucrative 

capacity. This approach worked. Within a few months 
1 was promoted to assistant giftware buyer and prepared 
to close the book on my shorthand. As far as I knew, it 
had done its job. 


THE BEST OF GENERALS MAKE MISTAKES. That assumption 
was mine. About a vear later, circumstances enabled me to 
enter the retail children’s clothing business—where I have 
been ever since. This is partially because time after time, 
my knowledge of Gregg has come to my rescue. To dia- 
gram these day-by-day battles: 

When in the market selecting merchandise, shorthand 
notes are invaluable in quickly describing styles and 
fabrics. At a later date decisions to buy can be based 
upon complete information rather than memory. (This 
can be helpful!) When opening a charge account for a 
customer, diplomacy is the watchword; therefore, while 
confirming credit information by phone in the customer's 
presence—a delicate operation—lI invariably take the in- 
formation in shorthand. | am blessed (?) with an em- 
ployer who races through instructions at a pace nothing 
but shorthand notes could capture. And seldom does a 
day go by that I don’t use a few shorthand notes in filling 
phone requests or checking on the accuracy of some cus 
tomers bill. 

In taking applications for employment, shorthand can 
be a lifesaver. Notes such as “pool references or “good 
prospect—call this one first” help my future recollection, 
vet save others the embarrassment of understanding. This 
is known as tactical strategy. 

Yes. even the every-day transactions—like writing to 
in insurance agent. dashing off a thank-you, or planning 
how to word a tactful complaint are simplified by first 
composing and editing your thoughts in shorthand. This 
article. for one thine. evolved from shorthand notes when 
the idea “bit” me during working hours. 

Small boys can sometimes pose problems. With 
shorthand, the distracted parent can sometimes solve them. 


' 


Just this week. my son asked me the words to a new 
popular song. | wasn’t familiar with it but stalied with the 
dexterity born of long practice—delaying tactics. Soon 
after. | heard the song on the radio and was quick indeed 
to grab my pencil and capture those elusive lyrics. Result: 
one please d son. 

What does it all go to prove? Just this: A well-founded 
knowledge of shorthand is never wasted. It will come to 
the fore hundreds of times during a lifetime as demanding 
situations arise. 


Remember—Don’t sell your shorthand short. 
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RUNNING THE OBSTACLE COURSE 


N THE LAST ARTICLE on human relations for secre- 

taries, we talked about some of the problems facing 
newcomers. Since that time, a number of secretaries have 
asked for help on obstacles that confront them after several 
years on their jobs. “What about people like me?” one 
virl asked. “I’ve been on my job for four vears. and I got 
along fine when I started. Lately. though. there seems to 
be more friction in our oflice than before.” 

There are a number of reasons why problems keep 
popping up. even after you thought everything was going 
smoothly. Several secretaries were discussing this situa- 
tion at a get-together a week ago. What they said made 
sense, and their problems and opinions should be of in- 


terest to others “in the same boat.” 


lL. “Another secretary and I were getting along well—until 
! was promoted two months ago. She has hardly spoken 
to me since then.” 

Jealousy was the culprit, the group decided. “I had the 
same trouble after | received a promotion a year ago.” 
remarked a thoughtful girl. “Mary had always been 
friendly, but suddenly she stopped talking to me. She 
avoided me, and I was hurt. 

“Later, | heard that she had been considered for this 
promotion. I could understand why she felt resentful. 
| might have reacted the same way, if our situations were 
reversed. 

“I made an effort to be extra friendly to Mary. I had 
been raving about my new job, but I started to play it 
down. I told her about some of the headaches that went 
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with my new responsibilities. I asked her advice on how 
to handle part of the work. 

“After Pd been on the job three months, I told her that 
her ideas had helped me over the hurdle. I invited her to 
lunch at a fancy restaurant to celebrate. That luncheon 
cemented our friendship again. Mary has overcome het 


jealousy. and | haven't gone “highhat!’ ~ 


2. “My boss drives me to distraction. I thought he was 
perfect, but after four years, his mannerisms and his 
methods of working are getting on my nerves.” 

Any association that continues over several years is 
hound to reveal chinks in the other person’s armor—-as 
well as in our own. The first enthusiasm for any person. 
job, or thing is likely to wear off as we become more 
familiar with it. 

“I know how that young woman feels,” sympathized a 
legal secretary. “When | started working for my boss. he 
could do no wrong in my eyes. He is a smart man, and | 
knocked myself out trying to anticipate his needs. 

“Lately, the constant pressure we work under began to 
get me down. A month ago, I was so rushed that | made 
an error in an important brief. He usually is tactful 
about pointing out my mistakes. But this time, he wasi t. 

“IT went home feeling sorry for myself. I told my 
mother I thought I’d quit. She said, ‘Why, Jane. | 
thought you had the perfect job. You used to rave about 
your wonderful boss; you like the work; and you can't 
beat the working conditions. What happened to your 
enthusiasm ?’ 
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“Mother’s remarks brought me up sharp. The job is 
90 per cent perfect, and so is the boss. I couldn't do bet- 
ter anywhere else. The boss had become a little irritable, 
but perhaps [ had let down, too. 

“I returned to work determined to keep the proper 
perspective: “This job is almost perfect. I will overlook 
the small things that annoy me.’ 

“I’ve made a game of it. I pretend this is a new job. 
that I’m more or less on probation. My boss has noticed 
my renewed enthusiasm. The nicer I am to him, the 
nicer he is to me. We're getting along fine. and work is 
what it should be—something to look forward to each 
day.” 


». “There’s a new girl in our department. I've been there 
two years, but she gets all the attention. Everyone stops 
to chat with her and invite her to lunch. I understand her 
salary is almost as much as mine. My typewriter is old, 
but the office manager bought a new machine for her.” 

\s long as the secretarial shortage exists, newcomers 
will be wooed with special concessions from management. 
\nd a newcomer in any group is an object of curiosity 
for a while. 

“If you can’t beat them, join them,” advised a friend 
who had gone through the same situation recently. “We 
had a new girl come in six months ago. The newcomer 
became the center of attraction. Everybody was interested 
n where she had worked before, where she had gone to 
chool, whether she had a boy friend, what she thought of 


her new job, and so on. 
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“Another secretary and I resented all the fuss others 
made over her. We let her strictly alone. We were very 
obvious about not inviting her to lunch or to go down for 
coffee. We acted like school kids boycotting the class 
beauty queen! 

“One day, her boss asked me to work with her on a 
rush project. With a martyred air, I agreed. We had to 
work overtime to finish the job. When we were through. 
she asked me to have supper with her. 

“Tl was famished and I hate to eat alone, so I went with 
her. And I began to see why others liked her. She was a 
lot of fun to talk to, and meeting someone new is 
stimulating. 

“It dawned on me that having a newcomer around re- 
lieved the routine, and you cant blame people for want- 
ing to get acquainted with someone with a fresh point-of- 
view. 

“Let the new girl enjoy the rush of popularity. Before 


you know it, she'll be just one of the gang.” 


1. “7 have a new boss, and one of the employees keeps 
asking me personal questions about him. I don’t want to 
tell her anything that, after all, is none of her business. 
How can I stop her from prying?” 

Two friends had answers for this dilemma. The first 
solution was offered by the secretary to an advertising 
executive. “The office busybody used to plague me with 
questions about my boss, his family, and his personal 
affairs. 

“Finally, one morning when she began her inquisition, 
I explained, ‘Lucy, I don’t know the answers to your ques- 
tions. Mr. Smith is very reserved, and he never discusses 
such things with me!’ ” 

The other secretary, Martha, nodded in approval. “A 
co-worker was always asking questions about my boss. 
When she wanted to know Mr. Brown’s salary and the 
size of his bonus. that was the last straw. I offered to 
arrange an appointment with Mr. Brown for her, so she 
could get firsthand information from him. That stopped 
her.” 


0. 
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woman in our office delights in making cutting re- 
marks. If you wear a new dress, she says, ‘Too bad they 
didn’t have a more becoming color. If you stop at the 
candy vending machine, she says, “Better watch out. 
You're getting awfully hippy?) Grrrrrrrrrl” 

There’s one in every oflice—the person who acts like a 
self-appointed conscience for everybody else. “Avoid the 
belittler as much as possible,” advocates one secretary. 
“If your paths do cross and she makes an unkind remark, 
learn to laugh it off. A woman who works with me is like 
that. but she can't hurt my feelings anymore. I always 
laugh and say, ‘Nellie, you sound just like my grand- 
mother. She told me the same thing.” 

No matter how long you have been a secretary, there 
will always be some obstacles in your path. But problems 
relieve the monotony; they give us a chance to do some 
creative thinking in solving them. When we learn to over- 
come these obstacles, we go full speed ahead on the course 


to better human relations in the office. 
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BASE LOCK rubber type office outfits TYM-AN-DATER, 
set up and change rubber stamps easily, 
rapidly. Locked-in type can be adapted 
to hand or automatic printing presses 
for post cards, notices, labels, ete. Line 
space and size of type are variable. 


Pryor Markinc Propucts inches. Cincinnati Time Recorper Co. 


BY KATHY LARKIN 


GSOoop irmnpre 


BB MAKING A Good IMPRESSION ‘is important: whether 
you are applying for a job or meeting that. perhaps. 
future husband. Stamps—both hand stamps and the ma- 
chine variety—are no exception to this. Their good im- 
pression must be made on the oflice, the customer. and 
the paper. They must be legible. useful, and eye catching. 

It is not generally known, of course, but stamps are 
very like people. 

There is, for example, the SIGNATURE STAMP—a psy- 
chiatrist’s dream. Here. at last, is the intelligent egoist. 
The man who owns this stamp may sign his name as 
often as the Secretary of the Treasury, but with a sig- 
nature stamp he is spared cramped fingers and an irri- 
table temper. 

The path to serenity is simple. The customer sends 
an ink-written sample of his signature to the stamp com- 
pany. Voila—his part is done. While he relaxes. the com- 
pany will prepare a woodcut from the signature, use it 
to make the necessary mould, vulcanize the rubber stamp 
die in the mould and finally, furnish the woodcut to the 
customer together with his new facsimile signature 
stamp. 

Another variety is the PocKeT STAMP—a shy, retiring 
soul. His small size makes it easy for him to slip into 
hiding whenever necessary, reappearing only wherever 
ind whenever business demands. He is probably the 
closest thing to an undercover agent permitted in the 
stamp field. 


Names. 


they're all « 


ddresses, autographs, codes, or initials— 

for this stamp. It comes in a round or a 
rectangular desivn, complete with a traveling ink pad 
and a leakage-proo! lever-type top. The pad rests in the 
bottom of the case, while the upper half, or “levertop,” 
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desk-model, auto- 
number on inserted papers, invoices, 
records, etc. Variations: 
natures, numbering, and special words. 
Weight: 20 pounds. Size: 8 by 5 by 9 414 by 9 by 91 





MODEL 112 marks business papers with 


matically stamps minute. hour, date, and = speed and convenience. Compact and 


strongly constructed, this automatic time 
stamp uses electromagnetically controlled 
level action. Weight: 22 pounds. Size: 
inches. STROMBERG 


firm names, sig- 


» 


Time CorPoRATION 





offers its own rubber printing die for your convenience. 

The Pencit Date Stamp has a studious character 
ind is found to a great extent in the hands of librarians 
and bookkeepers. Each set contains a suitable holder (for 
attaching to the top of the pencil), tweezers, and printed 
dates. 

Another variety of pencil stamp is the Ruspper Cap. 
This fits snugly over the pencil top and will stamp ini- 
tials or phrases like: “Check credit department before 
shipping.” 
that’s the SELF- 
INKER. He seldom resorts to expense accounts for fancy 


A definite Scot. devoted to economy 


dinners, but is furnished with a built-in pad which re- 
quires inking only once a week. This makes for efficiency 
when stamps are used constantly. 

Since no group is complete without them, there are, of 
course, the CLock-WatTcHers. Daters give the day, 
month, and year. The more elaborate among them com- 
bine the date with special phrases; the more precise ones 
pin-point arrival time of letters-and packages down to 
the exact minute. 

Rotary Daters would fall into this group. These may 
have a dial window on the revolving base of the stamp. 
Turning this dial will change the date in a single opera- 
tion. It may sound as if this stamp’s in a spin, but noth- 
ing could be further from the truth. The result is usually 
a clear marking in the form of a clock face. Arrows indi- 
cate the time, while the free space in the middle is used 
for lettering. 

Precise daters also run to machines of desk size. These 
will automatically stamp the minute, hour, date, month, 
year, and number on a document as soon as it is inserted 


into the machine. 


(Continued on page 487 
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The stamping surface is a thick piece of 
micro-cellular foam rubber—smooth and 
resilient. Tiny cells dry up the ink for 
instant use. A scrap of paper can rub 
this pad into cleanliness. In five shades 
with a durable lightweight container. 
SANFORD INK Co. 





rIME STAMP. (No. 2) The visible dial 
window shows the time at a glance. The 
flexible handle and center balance in- 
sure a perfect impression at whatever 
angle the rotary stamp is used. So con- 
structed that it can take the hardest 
pounding. J. P. Cooke Co. 





FAYMUS DATER. Press the handle—a 
perfect imprint. Release it and dater is 
automatically re-inked. A “spot  align- 
ment” panel on the base permits full 





SPEED-Mo. Stamps to suit every taste and every need—with the Speed-Mo pad for 
every stamp. Made of sponge rubber, it has a fine, even porosity and pressed steel 
construction. Finished in enamel, these pads come in a variety of colors. River-O 
MANUFACTURING Co. 


visibility for accurate date placing. 
Price: $6.95 with ink refill. BANKERS AND 
MrrcHants, INc. 





Stamp Manufacturers Stamp Pad Manufacturers 
BANKERS AND MERCHANTS, INC. CARTER’S INK CO. 

3229 N. Sheffield Ave., Chicago 13, Ill. 239 First St.. Cambridge 42, Mass. 
CINCINNATI TIME RECORDER CO. RIVET-O MANUFACTURING CO, 
1733 Central Ave., Cincinnati 14, Ohio 50 Federal St.. Orange, Mass. 

J. P. COOKE CO. SANFORD INK CO. 

1111] Farnam St., Omaha 2, Nebr. 2740 Washington Blvd., Bellwood, Ill. 





PRYOR MARKING PRODUCTS 
134 South Wabash Ave., Chicago 5, Ill. 
\ safety-edged, finger-touch cover, a 
color-cued case indicating the ink shade 
youll get them with this handsome 
pad. A no-rust case lining and plastic: o7RQMRERG TIME CORP. 
ined cover prevent corrosion. In two 
rieties: “heavy-duty” and “foam pad” 
i lighter touch. Carrer’s INK Co. 


RIVET-O MANUFACTURING CO. 
50 Federal St., Orange, Mass. 


Thomaston, Conn. 


Y 


March, 1959 














ARE YOU FAILING 


BOOST YOUR SHORTHAND SPEED AND GET 


















Look What Users of 
Dictation Discs 
Say About Them! 







“These records 
have helped me 
secure a much 
better position 
than I had pre- 
viously.”’ 

MRS. R. L. HENDERSON 

Portland, Maine 
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“TI am a teacher of Gregg 
Shorthand and Dictation 
Discs have been very valua- 
ble in my shorthand classes. 
My students enjoy taking 
dictation by these records.” 
MISS BETTY BURNS 


Route 1, Box 69 
Valdese, No. Car. 


These Giants of American 
Industry Use Dictation Discs 
In Their Training Programs 


— ae 








| 
Prudential Insurance Co. 
Western Electric 
General Electric 
Eastman Kodak 


MESSAGE TO TEACHERS 


With Dictation Dise records repetition is the 
fundamental key to speed. This is so because 


Tempo Aircraft every record we have is made up 75 per cent or 


“After using your rec- 


ords faithfully I gained National Carbon Co. more of the thousand commonest words—and 
enough confidence to International the thousand commonest words represent 75 
apply for one of the bet- — . = , Lens Wimaslio Svory 
cefeaabiions taente ‘on Correspondence Schools per cent or more of running English. Every 
ton. I was given a test Socony Mobil Oil Co time your students play Dictation Dise records 
and had an excellent : | they are getting infinite repetition and addi- 
steno position within Federal Reserve Bank : . 


tional skill on 75 per cent of all the running 
matter that will ever be dictated to them. Con- 


two days.”’ 


Tennessee Valley Authority 
CAROL WETZEL 









Dayton, Ohio LaSalle Extension sidering this you can well imagine the vast 
University speed gains that can be made through Dictation 
Central Railroad of Discs. Over 8,000 shorthand teachers have al 
‘eadyv displave ‘ir interest i ictation 
“y e recosds for mt New Jersey ready displayed their interest in Dictatio! 
sho isses I find . PLUS MANY MORE | Dises for their students. 
the D n Dise Com- 
pany’s rex t my needs a tion 
well for pri nd speed . m . Dic 
building.’’ 7 
was. VIR "Cla v1Orn ISC 
Twin Bridges, ss 

















170 Broadway, New York 38, New York 
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Here is the quick, easy, modern way to develop 
shorthand speed and accuracy. 


Dictation Discs provide the best home dictation 
practice you can have—inexpensive live dictation 
at home, by our staff of expert dictators. Snap your 
finger, or rather, flick the switch; and one of our 
teachers starts dictating to you at whatever speed 
you select. All the material he dictates is specially 
selected and precision timed, calculated to build 
speed quickly through planned repetition practice 
developing rhythm, a smooth, flowing writing style, 
and consequently speed. All this at your own con- 
venience. With records vou’re never limited. You 
choose your own speeds and keep writing just as long 
as your hand feels like moving, and each succeeding 
day you’re writing faster and faster. 


Remember your shorthand is one of the most im- 
portant subjects you study in school. Your shorthand 
speed determines your income and the job you will 
get and hold when you graduate. 


To get the Dictation Discs you want—send no 
money now. Simply check the ones you want in the 
coupon and mail in at once. When your records arrive 
pay the low price indicated plus C.O.D. and handling 

Or enclose cash, check or money order now 
and we will ship your records postpaid. Either way 

Dictation Discs MUST do everything we say they 
will or you may return them for full refund. Mail 
the coupon now. 


DICTATION DISC COMPANY 


15 minutes dictation 
on each 45 rpm record 


10 minutes dictation 
on each 78 rpm record 


SHORTHAND? 


PASSING GRADES—THROUGH RECORDS 





SHORTHAND 
DICTATION 


RECORD 





45 minutes dictation 
on each 33'/; LP record 





DOUBLE SETS COST LESS AND YOU BUILD MORE SPEED 








BRIEF FORMS AND PHRASES 
AND SPECIAL VOCABULARY 


If your current speed range is 
70 words a minute or below then 
these two sets are a must for you. 








Special Set No. 38 comprises 
31 different business letters con- 
taining 2,442 repetitions of the 
BRIEF FORMS and 572 repeti- 
tions of the PHRASES, dictated 
in speeds of 60, 70, 80 and 90 
WPM. Each of the four records 
contains every brief form. 





Special Set No. 39 contains 
more than 2,000 repetitions of 
the 500 COMMONEST WORDS 
dictated into 31 different letters, 
also in speeds of 60, 70, 80, and 
90 WPM. 








ASK YOUR TEACHER ABOUT 
DICTATION DISC RECORDS. 


78 rpm—$5.25 per se. 


| Set No. 61 





170 Broadway, Dept. TS-3 


| 
| 
| 
| 
7 New York 38, N. Y. 
| 
| 
| 


Please send me the records indi- 
cated. On arrival I will pay price 

ated plus COD and handling 
Charges. I must be delighted or 
may return record(s) 
for full refund. 


in 10 days 


| enclose full payment now, 





[] Set No. 38 
60, 70, 80, 90 wpm 


4 records—brief forms 
& phrases, 3! different 
letters, 3,570 words of 
dictation 


Set No. 39 
60, 70, 80, 90 wpm 


4 records—500 common- 
est words, 3! different 
letters, 3.426 words of 


| 

| : 

| I lease ship records postpaid. dictation 

| P Set No. 40 

NAME 40, 50, 60 wpm 

| 4 records—32 different 
DRESS letters, 2.500 words of 

| dictation 

| 

| 

. ’ ZONE STATE 


45 rpm 4-record sets $5.75 ea. 


] Set No. 41 
60, 70, 80 wpm 


4 records—32 different 
letters, 4,000 words of 
dictation 


Set No. 42 
80, 90, 100 wpm 


4 records—32 different 
letters, 5,000 words of 
dictation 


Set No. 43 
100, 110, 120 wpm 


4 records—3! different 
letters. 6,000 words of 
dictation 


60, 70, 80, 90 
3 records—2,500 words 


[] Set No. 44 
100, 110, 120, 130 
4 records—7,000 words 


Set No. 50 
Legal Dictation 
4 records—5,000 words 
of legal dictation, 
speeds 80 to 120 wom 


Complete Course 
on 45 rpm...$18.75 
Includes Sets 41, 42, 43, 
and 44—16 records, 119 
all different business 
letters 25,000 
words of dictation, 5 
different instructors 

Same as above, 
but including Sets 
No. 38 & 39 $26.75 


ANY 2 COMPLETE SETS (45 RPM) $9.95 ea. 
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3 records—3,000 words 


| Complete Course 
on 78 rpm....$14.50 


9 records—60 to 150 
wpm 


33! LP $8.75 per set 


Set No. 71 
60 to 100 
2 records—7,000 words 


Set No. 72 
90 to 130 


2 records—1i0,000 words 


Complete Course 
on LP. $16.50 
4 records—60 to 130 
wpm 











Ask For A Raise—And Get It! 


BY 


@ Last 


most 


month we discussed one of the 


concrete your job 

to the kind of 
secretarial performance you 
forth for 


aspects of 
money—in_ relationship 
have been 


putting your employer ever 


since you and he started working as a 
We all 


only for the food. clothing. shelter. and 


team, want a good salary. not 
luxuries it can provide, but also for the 
more intangible gratification of knowing 
that vour boss thinks you're worth quite 
a sizable share of the company’s funds. 

If the time has come when you believe 
a little more of that concrete apprecia- 
tion is in order—and you have decided 
after reading our check list last month 
that you have nothing to be ashamed of 
in your past record or present conduct— 
then start considering ways and means 
of making your boss think a raise is a 
mighty fine idea. 

Judging by the coffee-break-vine. there 
are almost as many opinions on how to 
catch the boss with his: wallet open as 
there are secretaries. Here are a few that 
we will pass along gratis, such as... 

The Subtle-Hint 
hard to make ends meet these days. isnt 
it. Mr. Blank? Did you see that the cost 


Approach: Its so 


of living has gone up again—and_ the 


landlord is talking about raising the 


rent. | wonder where it will all end? 
(Not in a raise for you—taxes, you 
know.) 

The Poor-LittleeMe Approach: Oh. 


dear, Easter is coming and I just can't 
afford that suit 1 saw downtown. (Or) 
I'd love to go to California on my vaca- 
tion. But where will I get the money... . 
(Best 
needs it more than you do!) 

The Petulant You-Promised Approach: 
I've been 


leave this one to his wife—she 


waiting for almost three 


months and that raise you promised me 


30 


PEGGY NORTON 


when the Smith & Smythe contract was 
(You 


must be imagining things. Miss Jones— 


signed hasn't come. through yet. 


what raise?) 

The  All-The-Other-Girls 
Betty told me that she got a $5 raise 
this week and so did Mary 


at less than either one of them. (Ah-ah. 


Approach : 
and I started 


none of that sap-in-the-vine stuff. Maybe 
you weren't ever worth as much as they.) 

The Old-Dog-Tray You 
don't Blank. 
but then nobody has been around this 


Approach: 
remember, of course, Mr. 
office as long as | have. (Yes. you do 
look tired, Miss Jones. Why don’t you go 
home and send that cute little blonde in 
to take dictation?) 

The Out-And-Out Blackmail Approach: 
I've been offered another job at a much 
higher salary, with an electric typewriter 
(Fine. | do hope 


you ll be very happy, my dear.) 


and everything 


Now that we've figuratively talked you 
right out of your job with this nonsense, 
which no intelligent secretary would con- 
template for a moment. let's consider 
the problem seriously from your boss’ 
viewpoint. (We already know why you 
think you're worth that raise. and we 
agree with you!) 

You wouldn't have lasted long as a 
secretary to any man, be he saint or 
demon, if you hadn't learned that there 
are times and times to tackle him about 
any problem. We'll assume that you 
wont pop the vital question just as he’s 
about to dash off to a meeting with the 
Big Boss. Neither will you nab him 
when he’s tired, hungry, annoyed with 
the B.B., annoyed with his wife, an- 
noyed with his best friend, annoyed 
with his best customer, annoyed with 


himself... or annoyed with you. 


ROLLASON 


There isn’t an executive on any 


rung 


of the business ladder who doesn't have 
to watch his office budget like a hawk. 
He may have a huge staff with dozens of 
divisions and countless people reporting 
to him. or he may be a one-man-and-girl 
operation: but he still has to figure on a 
certain amount for overhead. salaries. 
expense accounts. equipment. supplies. 
and all the rest of a managerial opera- 
tion. 


black 


a certain 


And he’s got to come out in the 
if not every week, at least within 
period- -and show as much 
profit as possible. You don't have to de 
that—but you have to help him do it. 
Therefore. regardless of your excellent 
and loyal service. if your boss’ depart- 
ment, or his boss’ division, or their boss’ 
company isn't making money. the ques- 
tion of a raise would be highly inap- 
(One 
straw in the wind, if you can’t find out 


propriate and_ ill-advised. good 


any other way, is the periodic “economy 
wave.” When that’s sweeping the com- 
pany, remember that patience is a virtue, 
and a job is a job.) 


Be as businesslike in asking for a 


raise as your boss is in presenting a 
sales pitch to a prospective customer. 


Begin by drawing up a summary of the 
years work you and your boss have en- 
gaged in. Your daybook is a good guide 
to the major projects tackled and con- 
quered, Once you have them listed (by 
whatever breakdown is most logical for 
your line of work), try to set down the 
outstanding results so far as your per- 
sonal development has been concerned. 

1. What new responsibilities did this 
job teach you to assume? 

2. What new skills have you added to 
(Editing 
drawing up charts and graphs for month- 


your repertoire? speeches, 


ly reports, (Continued on page 46) 
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A. Pointing the way to good looks—an all-leather “Stretchies” 
glove. Fashioned from soft Italian capeskin with fourchettes of fine- 
woven stretch fabric to assure perfect fit. Classic design of these 
made-in-Italy gloves gives the hands an elongated, graceful appear- 
ance. “Stretchies” by American Astral are washable—and, boon of 
boons, fit all hand sizes from 6 to 814. In white, beige, tan, black, 
red. $6. 

B. A sweater—a short, jaunty one in wearable, washable Orlon. 
V-band neck, three-quarter sleeves, a row of pearl buttons—all add- 
ing up to a wonderful co-ordinate for this season’s casuals. Marvelous colors: white, black, green, blue, 
pink, sandtan, mauve. Sizes 34-40. The price: $10.95. The manufacturer: Select. 

c. R&K Originals takes an old favorite. the shirtdress, styles it for Spring “59. Worth noting: the French- 
cuffed sleeves, the set-in belt that dips just a trifle lower in the back, the skirt that’s a flutter of unpressed 
pleats. Bright touch: the silk surah fabric, printed all over with over-size apostrophes. In kelly green on 
Wedgewood blue, brown on beige. bright blue on purple. Sizes 9-17, 10-18. About $25. 

D. Another R&K Original. this time more in the 9-to-5 vein. (Note: with the right accessories, we could 
see this going on to dinner.) The dress—a sheath in sheer worsted that bases its claim to fame on good, 
simple lines and a contour belt that rises higher in the front to give an Empire effect. The slit jewel 
neckline is enhanced by a gold and white polka dot silk surah scarf. In gray only. Sizes 9-17, 10-18. 
About $25. Both R&K dresses are priced slightly higher in the West. : 

e. For the woman who wears a custom size, shopping can be a real chore. That's why we think so highly 
of Young Viewpoint—in their zeal to make this gal a preferred customer, they turn out styles that look 
fabulous, fit beautifully. For example: this rayon crepe day dress with its romantic deep cape collar. 
Jeweled streamer adds a soupcon of spice. Black or navy. Custom sizes 1214-2244. About $40. 

Fr. Next—a print designed to flatter the woman who wears a custom size. The silk linen blouson comes in 
black, navy, French blue, Ming green—all frosted with white pique. A look of casual elegance, suitable 
for many an occasion. By Young Viewpoint. Sizes 1214 to 22). 
About $55. 

G. Perfect accessory for that new spring suit—a tailored envelope 
in Calvette. Inside: a zipper partition, secret pocket, change 
purse, pretty faille lining. White, black, navy, red, vanilla ice, 
tan, blue grass green. $7.95. By Rolfs. 

H. The biggest, brightest handbag we've seen in ages—and one of 
the best-looking. Italian Hemp plaid of many colors is trimmed 
with black Calvette. Bag is lined in faille, has zipper compart- 
ment and change purse. With summer cottons—delightful. For 
travel—just plain wonderful. $12.50. A Rolfs bag. 


Where to Buy? See page 52 

















One girl one setting. three different Mair 
do's. First 


daytime appearances. One of those utterly 


“Casual Enchantment” for 


natural styles achieved with a good cut. a 
setting that allows loc ks to tumble u here 


they will Full curved bangs have an airy 
look—notice that forehead peeking through 


Model number two . another set 

again. three stvles. Number one. “Caress.” 
a sweet and lovely hairdo with a semi 
smooth look. The hair is direc ted toward the 
face. caressing the natural contours of the 
head. Ideal for the girl who wants a style 


that’s simple. vet feminine and pretty, too. 


“Smoothie” takes a sophist ated turn via a 
recombing The upper part of the hair 


curves down from the crown wit! ends 
turned under and toward the face. Lower 


section clings to the head. waves softly for- 


ward. Pouffed bang perches s 


left. A two-tiered “do” of flattering in port. 


Eddie Senz plies his magic comb and “Bacl 
Talk” appears. Aptly named for it bring 
the back of the head into focus via 

cascade ot lovely flat curls from crown t 
the nape of the neck. Top hair moves to 
ward the face. with enough “lift” for flat 


tery. Sides are smooth, with a single curl 


“saseyges® 

; 

*e - 
*onaaanne®® 





1 tr t the mb ar preste Co 
Charmer He e short ha s coaxed nite 
cae } } 
mahe elielte tonger loc AS { casual fringe 
fioats across the forehead, sides go up and 
hac la enas ire caught rive curtis over 
] },} ’ , } } j i. » 
sturdy bobby-pin ancho The entire look is 
] risn ner t r oh md head 
cool, ¢ sp. pertec for the warm days ahead, 





“Right For Romance” ... and for just about 


. } 
anything else we can imagine . a peta 


like pouf of great charm. This is a modified 


full-blou n ha rdo that features pixte bee 


bangs. u dth across the top of the fhe ud 
. . 
gently sloping sides. A stvle that lends 


longer look to short ha 
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HE SMARTEST GIRLS in the world—the American 

careerists—have a flair for fashion and grooming 
second to none. Come spring and summer, they will win 
new raves because both fashions and hair styles are to 
be strictly an individual matter. This means that every 
woman can look her prettiest. most-feminine self for 
business, playtime, and date time.” Such is the prediction 
of Eddie Senz of New York. authority par excellence on 
such subjects as make-up and hair designs. (His client 
list reads like a Who’s Who in business. society. theatre. 
movies. TV—with a good sprinkling of: career girls 
thrown in.) 

“For the first time in many seasons, there is no one 
dominant silhouette in clothes or hair style. Whatever is 


most becoming to you is the criterion for both costum«s 
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and hair. You are free to be yourself . . 


. to project your 
many moods .. . your infinite types... to express your 
individuality as you alone see fit. If you have imagina- 
tion and are one bit ingenious, you will jump for joy at 
your release from the herd . . . from seeing yourself as 
everyone else looks. The only influence that will be re- 
peated time and again by every facet of the fashion 
world—-and one | have preached for years—is that you 
play up your femininity first. foremost. and always.” 

For the months ahead. hair continues to be moderately 
short. at a length that is adaptable, youthful, and easy 
to handle. There is no set length—no arbitrary rule that 
everyone's hair should be say. six inches long. What is 
short for one type of face and neck. may be too long for 
another. What is moderately long on one girl may be 
shoulder length on someone else. The one rule that ap- 
plies to everyone is that hair be kept the proper length 
and shape at all times. This makes it easier to change 
or adapt styles. Don’t wait until your hair grows thick 
and straggly before getting a professional haircut. Have 
it trimmed regularly—you ll have no trouble brushing 
and combing it into a variety of interesting lines. 

Proof of the adaptability of well-cut hair is seen in 
the styles on these pages. We photographed two models 
in three completely different “hair moods.” Yet each 
virl’s hair was set only once, then dry-brushed into the 
various arrangements. 

You, too, can coax your hair into new lines once you've 
had a good professional hair shaping. Needed, too, the 
patience to experiment. It must be noted, however, that 
best results are obtainable when your hair is clean and 
newly waved. Once you've loaded it with lacquer or 
other hairdressing, the hair will not respond as readily 
to new direction. 

Bangs are one of the most adaptable features of any 
hairdo ... and usually are flattering to most faces. Vary 
them to suit your fancy—they can be softly curled across 
the forehead. pulled to right or left. or even eliminated 
except for a perky forward curl at the extreme side of 
the temple. Here too, according to Mr. Senz, there is one 
rule that should be observed—let some part of the fore 
head show through. This achieves a softer effect and does 
more for the face than a heavy, solid mass across the 


forehead. (Continued on page 51 
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? You can probably speed through this page, which is based on Chapters One through Four of the Manual. 


This materia! is counted in 


groups of twenty “standard” word 


s each, so that you can estimate your reading speed. 
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yo “RE LOOKING at Gregg Secretari- 

al Merit Award winners, all members 
of a stenographic pool at the Interstate 
Life & Accident Insurance Company, 
Chattanooga. Tenn. Administrative Vice 
President Charles Bader and Personnel 
Manager Clifford Williams present cer- 
tificates to the girls for typing. skills 
ranging from 50 to 81.2 words a minute. 
Interstate and TODAY'S SECRETARY 
are proud of these typists and their 
prowess on the keys. 

Interstates enthusiasm is hard to con- 
tain. “The girls in the stenographic pool 
are equally excited over the 46th Inter- 
national OGA Contest.” writes Mrs. Edna 
Springfield, their manager. “This is the 


first time our group has entered this 





Contest. but the Company was thrilled 
with awards won by other departments 
last year.” 

The International OGA Contest, first 
announced in the December issue, offers 
more than $1.000 worth of prizes, both 
for individual shorthand efforts and per- 
formances of school and office teams. 
Specimens of notes are coming in from 
Greggites all over the world. These con- 
testants realize that the practice afforded 
by the Contest is helpful to students, 
teachers, reporters, and secretaries. 

Some form of competition is usually 
needed to arouse the fighting interest of 
an individual, to quicken his desire to 
demonstrate superior skill. The jockey 
exercising his mount on the race track 
will jog along at a comfortable pace— 
until he spots another horse coming down 
the track. Then, interest and effort are 
added to the running. A race is on and 


the outcome w ill be exciting. 
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COMPETITORS CLASH FOR 


GREGG HONORS 


By FLORENCE ELAINE ULRICH, Director, Gregg Awards Department 
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\dministrators and members of award-winning stenographic pool from Interstate Life & 


\ecident Insurance Company. Chattanooga, Tenn. 


The OGA Contest presents a similar 
challenge and effect. The desired im- 
provement in shorthand writing and at- 
tention focused on winning contestants 
provide the impetus. Further incentive 
is supplied by the knowledge that notes 
will be read and rated by experts in the 
field. And, whereas shorthand was once 
work, it is now fun. Entrants prepare 
their shorthand knowing that recognition 
by prominent judges may lead to excel- 
lent jobs. The end compensates for the 
means. 

Hurry and send in your Contest entry 
before the March 1 deadline. 


Tests for Senior and Junior Member- 
ship in the Order of Gregg Artists are 
offered on page 40 of this issue. Why not 
write the tests and send them in to us? 
If your notes qualify, you'll be the proud 
owner of a Membership Certificate in this 


fine organization of shorthand writers. If 


your notes don't qualify, our examiners 
will return them to you with suggestions 
for improvement. 

To help you perfect your shorthand 
style, we offer these suggestions: 

1. Write smoothly and fluently. This 
means you must have a clear mental pic- 
ture of the shorthand form and practice 
it often enough to be able to execute it 
with a free continuous writing motion. 
Do not interrupt your motion when you 
complete a character, but lift the pen 
and move quickly to the next outline. 
Avoid “dots” at the end of characters. 

Failure to use a fluent and continuous 
writing motion may result in: 

a. Improperly formed curves. The 
strokes for r, l, f, v, ten, and dem curve 
most at the beginning: k, g, p. and b 
curve most at the end. k and g begin 
and end on the line: r and / begin a 
little above the line with the base resting 
on the line. 
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b. Incorrect ent-per and ( 


shape 


blends. hese blends are 

ellipse with a small section cut off 

the top. as in gent-pend, or at the 

tom. is in def-dev-tive. These blends 
ist be of liberal size. curve both 

the beginning and end. and be written 


smoothivy and continuously 


finish. 


or that lacks uniformity. 


d. Small, cramped notes with 


sufhcient space between outlines. 


2. Write with control. If your writing 
lacks control vou will encounter these 


OGA 


(Order of Gregg Artists) 


Phis material is “loaded” with 
easy joinings and with fluent blends. 
Practice this test as many times 

as you like, trying to get a 
light, smooth, fluent copy that shows 
your best shorthand penmanship. 


You may copy line for line o1 
in narrower columns: you may use 
either blank or ruled paper. Shorthand 

notebook paper is fine. 
Your writing may earn you a 
Junior OG A certificate or pin. 


SENIOR 
OGA 


Chis material includes just about 
every possible shorthand joining—it 
is a real test of your ability to 

write anybody-can-read-it 

Gregg shorthand notes. 


Emphasize good proportions, a uniform 
slant, and very smooth joinings. 

If you can qualify by penning a 

good copy of this material, 

you will get the 

Senior OGA certificate or pin, 
thereby becoming 

a full-fledged member of 

the Order of Gregg Artists. 


trom start 


d like an 


hot 


] 
ce. Writing that is too perpendicular 





noticeable and poorly written” results: 


a. Failure to maintain proportion 


in it neth of strokes, 


hb. Notes that are too large and far 


apart. 


c. Defective joinings of reversed 


curves. (Reversed curves of equal length. 


such as Ar, and rk, are written quite 


flat. Curves of unequal length. such as 

? 1) . | 
gr and will join with a hump when 
written correctly.) 


3. Maintain 


the size ot 


a noticeable difference in 


circles. The small cirele 


should be a mere turn of the pen: the 


large circie should he ot ample =17. Bot! 
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circles should be written 


and 


smoothly 
quite round, except where natural writ 


ing takes the form of a loop. Begin and 


end a circle definitely at the consonant. 
Close all circles and loops. Circles be- 
tween reverse curves should he turned 


closely on the back of the first curve. The 
hooks should he small. narrow, deep. and 
with the characters to 


uniform in slant 


jomed. 
makes 
cn A 


each month provide this practice. Try 


which they are 


Practice perfes { shorthand 


writers. and the Pests published 


vour hand at the tests below and get a 
head start on perfection, 
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PODAY'S SECRETARY 








James Marshall, Editor; OUR NATION; 542 
Liberty Avenue; Washington, D.C. Dear Jim: Yester- 
day I mailed you the copy for my article, “Our Ameri- 
can Heritage.” Just this morning, though, I noticed 
that the last page of the article was inadvertently at- 
tached to my carbon. Hence, I am sending it to you 
with this note. 

I'd appreciate it, Jim, if I could see galleys of my 
article just as soon as they are available. Somehow 
there is always something that looks peculiar in cold 
print and should be changed. I know—I’m one of those 
finicky authors! 

There is a possibility that we may want to have‘ the 
article reprinted for distribution by the American His- 
torical Foundation. Do you think you could handle 
that for us? We would be interested in 1,000 reprints, 
printed by any method that you choose. Yours very 


truly, J. B. Sorenson, President, Pittsburgh Steel 
Company 
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JUNIOR 
OAT 


(Order of Artistic Typists) 


Practice this letter as often 
as you wish—then submit 


the best specimen you have produced, 


To qualify for an award, your 

work must be (1) neat and clear, (2) 
without strikeovers or typographical 
errors, (3) uniformly indented through- 
out, and (4) correctly spelled and 
punctuated. (5) Leave a blank space be- 
tween paragraphs, even in single-spaced 
material, 





rO CET YOUR AWARD 


Mail your work to the Gregg Awards 
Department (16th Floor, 330 West 
42 Street, New York 36, New York), 
accompanied by the correct fee: 15 
cents for each certificate; 50 cents 
for each OGA, OAT, or 50-word 
CT pin; 75 cents for each higher- 
speed CT award, * Be sure your name 
and address appear on your paper. 
* Any group of papers submitted 
should be accompanied by a typed 
list of names, designating the award 
desired by cach candidate. * Test ap- 
plications received without fees are 
held thirty days only. * Each Compe- 
tent Typist Test must be certified by 
the timer. The certification should 
read as follows: “I hereby certify that 
I timed this test for exactly ten min- 
utes and that it was written in ae- 
cordance with the rules.” * March 
copy is good as membership tests for 
OAT, CT (page 42), and OCGA awards 


until April 25, 1959. 














1959 


SENIOR 
OAT 


To qualify for the Senior 
Award, candidates must submit 
a corrected copy of the 
manuscript page that 

appears alongside. 


Watch placement and space, 
and be sure that you make all the 
corrections indicated, 


Practice the material until you type 


a specimen that represents 
your very best work. 
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MARCH COMPETENT TYPIST TEST 
oR ge yee op haw hoger pe ncgnlyrted poby Reel aprehrnd g napa grungy Soon a5 Laphapbe wage ph rang mig hey of nce 
disqualifies a Competent Typist Test for an award. 

(This copy should be double spaced.) Words Words 

A hardware store is an interesting 7 tools in top shape. 325 
place. It almost reminds one of acoun- 15 A salesman working in a hardware 331 
try general store because of the variety’ 23 store must be somewhat of a genius. 339 
of products displayed on its many 30 The man working in a shoe store must 346 
shelves. As you enter the modern store, 38 be familiar with just that product. On 354 
you can smell the odor of the rubber 45 the other hand, the hardware salesman 362 
hoses, plastic mats, and even varnish. 53 must know thoroughly many things. 369 
The first thing you will notice is the 61 First, he must understand tools. If a 377 
display of power lawn mowers in the 68 customer wanting to build acabinet for 385 
front corner of the store. The mowers 76 his kitchen comes in and asks what _ 392 
come in all sizes to suit the size and tools he will need, the salesman must 399 
type of every lawn. 88 know not only what tools will be nec- 406 

There are almost a thousand square 95 essary, but the size of those tools and 414 
pigeonholes along the wall. In these 103 even the approximate amount of hinges 422 
are kept nails of every imaginable size, 111 and nails the man must have. Another 430 
ranging from the tiniest ones to the big _119 customer will want to repair his auto- 437 
nails needed in building houses. Hang- 127 matic broiler and will ask advice as to 445 
ing loosely on huge hooks above the 134 what type of wire he should use. Sothe 453 
shelves are wires. Some are made of 141 salesman must also know something 460 
copper; others are covered with rubber. 149 about electricity. And it would be a 468 
On wide counters are hammers by the | 157 poor salesman who sold a customer a_ 475 
dozen, wrenches, and any tool a person 164 box of nails when he should have sug- 482 
could possibly need for building or do- 172 gested a set of hinges for a shelf. 489 
ing repair work around his house. 179 Perhaps a woman will want to do 496 

Set by themselves in another corner 186 some gardening in her spare time. 3 
are house items. You can buy clocks, 194 Never having done any work of this 510 
automatic coffeepots, and even the new 02 nature before, she will of course have 518 
type electric frying pan. Next to this 210 to ask the hardware salesman for advice 526 
display is an assortment of gardening 217 in selecting materials she will need. He 534 
tools. There are hoes and rakes and 225 must know what is necessary for her 52 
spades, all brightly colored to blend 232 particular needs. Will she simply need 550 
with the decor of modern homes. Sacks 240 a spade or will something larger be 557 
and sacks of lawn seed are stacked neat- 248 more suitable? He will ask her what 564 
ly against the wall. There are even 255 she wishes to plant before deciding just 572 
samples of different type plants attrac- 263 what type of seed she should buy. 579 
tively displayed. 267 In addition to knowing all about nails 587 

In the back of the store, or perhaps 274 and houseware and gardening supplies, 595 
the basement, are power machines that 282 the hardware clerk must alsohave some 603 
would delight any hobbyist. There are 290 knowledge of oils and paint. He must 610 
electric saws and drilling tools and 297 know what type of sandpaper to use on 618 
vises for the amateur or professional 305 a particular wood and the paint that 625 
carpenter. And of course there are many © 313 should be used on that wood. 631 
cans of oil for keeping these modern 320 


(Repeat from the beginning to complete @ ten-minute test.) 


Written especially for Gregg Awards candidates by Roberta G. Pavlu 
) ££ 3 
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TRANSCRIBING 


SPEED 


PRACTICE 





The material below is the same as the C.T. Test across the page, and it is provided so that you can test and compare your speeds of typing from print and 


from shorthand, Compute your rate on this word-counted material in the same way you do 


when typing the C.T. 
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TRANSCRIPTION PROJECT 


These may not be.the world’s worst transcripts, 
but they come pretty close. Most of the ten errors 
in each letter are errors in....On second thought, 
we'll let you find out what kind they are! 


Dear Miss Richards: 


On Febuary 18 we sent you a remainder 
that we had not yet recieved the December 


and January payments on you're charge ac- 
count. 


In veiw of your excelent credit rat- 
ing, we think that the delay may have been 
caused by some temperary financial diffi- 
culty. If this is so, won't you write or 
call us telling us what is wrong. 


We want to help you keep your good- 
credit rating and will be very happy to 
make some other arrangment for payments 
on your acount. 


Cordially yours, 


$94 


Dear Mrs. Stevens: 


Welcome to the ranks of John Martins 
charge customers! 


Enclosed you will find your charge- 
account plate for use whenever you are ma- 


king purchases at our store. Feel free to 
come in and use it often. 


We are sure that you will enjoy the 
convenence of shoping with a charge plate. 
You will not have to worry about carrying; 
or loosing, large sums of money. Then, 
too, there is know need to wait to buy 
something you really need just because you 
do not have the necesary cash at the mom- 
ent. You will also find that we handle 


all exchanges and ajustments without any 
red tape. 


Once again Mrs. Stevens welcome to 
our "Order of Chargers!" 


Sincerely; 


(See page 46 for answers) 
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GLOSSARY AND VOCABULARY BUILDER 


THOUGHTFUL ADA--page 36 


Vz 
hes 
Bo 


oie 


ee ee di 
4 
Rr 
‘ef 
Bo 
ay, 


Za 


i, 
met 


Pe 
Pa? al 


‘ACCUMULATOR (spelling): 


industriously 
furious 
cafeteria 
accumulator’ 
unpopular 
mysterious 
wizard 
contestants 
magnetic 
devious? 
computer? 
frightening 
queasiness 
inevitable‘ 
justified 
feverishly 
tediously 

sube lassification> 
scrutinization 


gratitude 


accommodator; 


regulator, selector 


2DEVIOUS (meaning): 


line; winding 


3COMPUTER (spelling): 


“INEVITABLE (spelling): 
ble, accountable 


SSUBCLASSIFICATION (spelling): 
subtropical 


Subdivision, 





out of a straight 


reducer, freighter 


notable, reputa-~ 


subcellar; 
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Solution to the February Cartoon 

















OKAY, SHOW US A BETTER WAY TO INCREASE VOLUME 


Write the shorthand for the caption below 
and fill in the face with your answer. The 
solution will appear next month. 





ene 











YOU ASK THE BOSS FOR THAT RAISE TODAY 
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Stenograph is the machine 


‘ 





way in 


short- 





hand. Words are written by sound, in plain 
English letters, or combination of letters. 
These printed notes never get “cold.” 


You can read the actual Stenograph notes 


These plainly printed notes show just a 
few reasons Stenograph is faster and 
easier to learn, to write and to tran- 
scribe. 


Stenograph is fast, accurate. Because higher 
speeds are easily attained, machine opera- 
tors quickly take and transcribe much more 
dictation. They are also able to take top- 
level executive conferences, sales meetings, 
etc. Many high-speed operators enter the 
very well paid and interesting reporting 
profession. 


For top jobs and top pay as a stenog- 
rapher, secretary or reporter, learn 
more today about Stenograph. 





Stenographic Machines, Inc., Dept. T-359 ~ 
8040 North Ridgeway Avenue s SP 
Skokie, Illinois eisetey 
Gentlemen: Please send more infor- 

mation about Stenograph machine shorthand. 


Name 





Present Position = 
School 
Addres 


City 


below. Just read across—one word to each 
line: 
P E G 
H A S 
A 
P E T 
K A b 
Ss H E 
K A L S 
¥ H 2 
K A : 
S P Oo T 


ASK FOR A RAISE 


(Continued from page 30 





of new financial records.) 
oflice 


taking charge 


3. What 


regular 


have vou been able to eliminate or re- 


duce through your suggestions or short 
cuts? 

1. What have you saved your boss in 
time? (His costs more in cold cash than 
yours, so every hour you can save him 
means that much more in the company 
till.) 

5. What salary expense have you saved 
the office by 


staving a few hours’ over- 


time in emergencies instead of sending 
the whole job to an outside agency or 
employing temporary help? 


6. What office 


effected by seeing that unused equipment 


economies have you 
doesn't stand idle but is turned over to 
other people in the company who could 
use it? 

7. What salary expense have you saved 
the company by assuming a true execu- 
tive assistant’s role? 

You get the idea. A concise, simply 
prepared report of this sort, accompa- 
nied by a brief résumé of your length of 
service, starting salary, and any previous 
increases, will delight your appreciative 
boss. (Very likely he has never stopped 
to analyze the countless invisible ways 
in which you have helped him achieve 
his budgetary goal.) 

With this heavy ammunition in hand, 
he will be inspired to dictate a report 
to the powers-that-be with his heartiest 
recommendations that they reward you 
suitably and at once. And as you tran- 
scribe it, you will have the tremendous 
satisfaction of knowing that you have 
earned that raise by your steadfast de- 
votion to your job, your enthusiasm and 
interest, and your determination to be- 
come a responsible part of management 

. and not merely as a pat-on-the-head 


because you've been around so long. 











(Key to project on page 44) 
LETTER 1 


Line ] 


received: line 3 


February. reminder: line 2 
your (you're is the con- 
traction for you are): line 5—view, ex- 
cellent; line 7—temporary: line 10—no 
hyphen after good: line 12—arrange- 
ment; line 13—account 


LETTER 2 

1—Martin’s: line 4—mak-ing; 
line 8—convenience, shopping; line 10— 
losing (loosing means to unbind): line 
1l—no: line 13—necessary, mo-ment: 
line 15—adjustments: line 17—commas 
before and after Mrs. Stevens 


Line 


expenditures 








. 
For Smartest Secretaries... 


Newest, Finest PLASTIC RIBBON ! 
\>—> 






EXECUTIVE! What's it to YOU? 


Out-of-this-world typing! 


Old Town's new EXECUTIVE Typewriter 
Ribbon is unbelievably thin, for beautiful 
impressions, yet its plastic is the strongest 
ribbon material available. Gives your work 
definitely distinctive stvle and quality; 
radiance; sharp, clean, black beauty. No 
gray'd or light words or letters. EXECU- 
TIVE will delight you and the man you 
type for. Use it with confidence and pride 
for your important correspondence (to an 
executive secretary that’s practically every- 
thing!) and for offset masters. If your type- 
writer is equipped to handle carbon ribbons 
the EXECUTIVE is a “must” for you! 


Ask your office manager or your stationer 


for an Old Town EXECUTIVE Ribbon. 
Try it and benefit by its superiority. 


OLD TOWN 
CORPORATION 


Established 1917 


750 Pacific Street, Brooklyn 38, N. Y. 

















For Top Efficiency... 











4-WAY FLICK A LINE 
the only complete copy holder 
Reverse its panel! 
Change its height! 
Flick its rubber wheel! 
Left or right! 


Genuine walnut base with pencil groove and 
book ledge. Inclined masonite panel 83, x 14. 
Can be used vertically or horizontally. 


$6.50 prepaid 
Preferred by professionals 


FRANKLIN TABLE COMPANY 


116 N. 4th St., Louisville 2, Ky: 
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SKIPS! 
SLIPS! 
FATIGUE! 


STENOSTIKEK: 


The Only Professional Ball Pen For You. 


A.W.Faber’s 
new Ball Pen 


for Shorthand 


Nobody believed there'd 
ever be a ball pen that 
didn't slip, skip or scrape 

until A.W.FaBeR_ intro- 
duced STENOSTIK. 

Here is a living doll 
among ball pens. It's light 
as a feather. Exclusively 
designed for Secretaries, 
it has a long, tapered fin- 
ger grip that lets you take 
Shorthand by the hour 
without fatigue. Its full, 
pen-length blue ink car- 
tridge outlasts 7— yes 7 
lead pencils. 





7090 
U.S.A. 
* % 


oe 


OE TE 


tort, 


OP 


AW Faser STENOSTIK The Ball Pen for Shorthand 


First we gave you 
ERASERSTIK— now we 
give you STENOSTIK. 
Both are the best friends 


a Secretary ever had. 


DESIGN 
Pat. Pend 
U. S. Pat. Off, 


; 
: 





Ask your Stationer. lf 

he doesn't yet stock these 

blue, white and gold beauties, 
end us his name and we'll see 

that you are supplied. Priced at 

39¢, less in a box of 3 — the eco- 
ymical way to buy. 


A.W. FABER-CASTELL 


PENCIL CO., INC. NEWARK 3, N. J. 


rch, 1959 








(Continued from page 17 
trimmings. pins. and miscellaneous trap- 
pings. A side door leads to the adjoining 
sewing room that is top heavy with petti- 
coats, and there. too, hangs the bright 
red smock that represents Anne Fogarty’s 
“working clothes.” Behind the desk there 
is a delightful montage of newspaper 
clippings, congratulatory telegrams. a 
photograph of Anne Fogarty with poodle 
“Pepi,” snippets of gaily-colored fabric, 
and one gold Christmas tree ornament. 
The whole effect is stimulating and alive 
but one that might prove slightly unnerv- 
ing to a secretary used to the compara- 
tive order and neatness of the average 
business oflice. 

“A designer's Girl Friday,” says San- 
dra, “must be above all adaptable, since 
every day brings a minor crisis. For in- 
stance,” she went on, “last week we had 
to send a dress out to one of the maga- 
zines for photographing. We discovered 
at the last minute that the belt was at 
the belt-maker’s for duplication. And we 
couldn't send the dress without the belt.” 

A frantic telephone call found every- 
one at the belt-maker’s out to lunch so 
Sandra, who was the only one able to 
identify it, dashed over to the deserted 
office and searched out the missing item. 
Happily. she managed to find it in time. 

After-hour and week-end work are not 
unusual, especially around the peak sea- 
sons just before the four big showings. 
“In fact.” says Sandra, “the first time | 
came in on a Saturday the place was so 
crowded [| thought for a minute that | 
had made a mistake-and it was really 
a regular working day.” 

Sandra, with a typing course and a 
degree from the famous Parson's School 
of Design to her credit, offers this bit of 
advice to a girl interested in getting into 
the designing world. “Secretarial skills 
are valuable here, as everywhere, but it 
is necessary to have something addition- 
al to offer, like sketching or a knowledge 
of fabrics.” 

After a year with Anne Fogarty and 
before that several stints with other de- 
signers, Sandra feels qualified to say 
that Mrs. Fogarty is one of the nicest. 
“Her clothes express her personality. 
young and gay.” In a business where 
temperament flows freely, “She is sweet. 
considerate, and never loses her temper. 
in short—a delight to work for. 

“| know of many designers,” she rem- 
inisces, “whe are constantly crying and 
throwing tantrums. Trying to get any- 
thing done under those conditions is 
really chaos. Everyone here is friendly 
and works well with each other. Our 
chaos is orderly.” says Sandra (the final 


paradox, we felt). “and we love it.” 


What has she GOT 
that l haven t gor? 





SS 
“Fran” was so 4 
popular at the lake last | | ry 
summer. And one day \ 
I found out why-- | 











| 
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Her typing was cleaner 
when she bought an 
ERASERSTIK— Only 
then could she ‘erase 
without a trace’. Next 
came a raise—A new 
summer wardrobe 

and even more 


important —a new 







self confidence! 
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cil Co., Inc. 


ER-CASTELL Pen 
A.W.FAB " 


Nework 3, N. 


Which point do you prefer? 

Sharp, Medium or 

fverage, Thin or Blunt. 

I-RASERSTIK gives you 

your choice. Point with a : 7 
mechanical or hand pencil 

sharpener. 

















COMING IN 
APRIL, 1950! . 

TODAY'S SECRETARY $ 

BIG 60" eo 
ANNIVERSARY 

ISSUE... ~ 
A PROGRESS 7 
REPORT ON THE ~ 
SBORETARIAL 
FIELD 

SINCE 1899 





Over 80 colorful pages of text and illustrations 
will review the exciting secretarial field 


since the first woman entered the office in 1899. 


Here in one, authoritative, reference volume is 

the story of the starring role played by the 
(American Secretary over the past six decades. The 
reader will be taken back to the days when 
secretaries and their unwieldy machines were both 
called “typewriters.” and a weekly wage of $6 for 
50 to 60 hours of finger-callousing. 

eye-straining labor was considered generous. 


Through special feature articles the reader 

will learn about the invention and development of 
shorthand and the typewriter: the transformation 

in the attitude of the public and her 

all-important boss: the improvements in her pay. 

surroundings, vacations and other privileges: 

and the many changes in her training. 

her office equipment and communications. 


Other features will cover the growth of the 

secretary s responsibilities and opportunities: 

the development of secretarial and other 
businesswomen’s organizations: the dramatic and 
sometimes humorous evolution of her fashions and het 
grooming: and predictions on the office of the future. 


Regular subscribers will receive this issue 
as part of their subscription. Many, however, will 
want extra copies. To avoid disappointment later. 

we suggest you order now. [ se coupon below. 


ORDER YOUR COPIES OF THIS ANNIVERSARY 
ISSUE NOW! SINGLE COPY PRICE—S1.50... or order 
a full year’s subscription to start with April for $3.00. 
Circulation Dept. 

TODAY'S SECRETARY 
330 W. 42nd St., New York 36, N. Y. 


Please reserve ___copies of the April 60th Anniversary issue (@ $1.50 


per copy) for which I enclose $.__t__E.. It is my understanding 


my copies will be mailed approximately March 25. 


() Instead I would like to place my subscription for a 
period of one year starting with the April issue, for 
which I enclose $3.00 in payment. 














GOOD IMPRESSIONS 


(Continued from page 26 
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Stamps perform still another service. The entire lift 
history of a human being can be seen from his mail 
and unopened mail, at that-—-by checking the stamps used. 

If letters have been stamped AIRMAIL, it may mean 
that your subject is: (1.) interested in foreign lands. (2.) 
has an urge to wander, or (3.) trades with a foreign firm. 


Whichever it is. 


bring it quickly over long distances. (Of course. paying 


marking his mail with this stamp will 


postage helps. too. ) 
, sans 
SpeciaL DeLivery axp Rush stamps are useful for the 
man with a last minute business emergency or the man 
who never does today what he can put off until tomorrow. 
Kirst. SeEcoND. THirb. and 


They 


plateau down to the point where finances aren't too good. 


Parcet Post stamps are 


handy. too. provide a choice from the executive 


\ large manila envelope by itself might mean almost 
Marked ( OPY 


It could belong either to a creative genius or a frustrated 


anything, it becomes a source of interest. 


Hemingway——depending upon the direction of the mail. 
in or out from the editor's desk. 

For shipping china or high explosives. Do Nor Foup 
and FRAGILE are recommended. For the man who pays his 
“THANK You. 
We appreciate your business and hope you are pleased.” 


bills promptly. a word of congratulations 


Such “marked” politeness can create good will. 

For the man who lets things slide. hoping his creditors 
will go bankrupt themselves. there are also appropriate 
These range from a fatherly: 


stamps. “Credit is a good 


friend. Don't abuse it” to “Your Cneck. PLease!” (We 
are getting slightly annoved. ) 

This one usually works. but if odd looks from the mail 
carrier and his neighbors won't move him. there is still 
left: 


have been made for this account and unless it is paid 


one weapon Finan Novice. “Several applications 


before it will be placed in the hands of an attorney.” 

Anniversary stamps. corporation stamps. seal stamps. 
and club stamps—they are all available. For the [rish—-a 
stamp marking the Ancient Order of Hibernians. complet: 
with shamrock. ‘Cuts. such as the shamrock, can be mad 
into rubber stamps alone or used with the lettering and 
arrangement of the customer's choice. The use of borders 

standard, or novelty, as the star shape—can set off 
markings effectively. The type varies. It can run from very 
small to 15 lines (this last for numbers only). 

Stamps have invaded the farms, too. There are stamps 
for marking eggs; FLAVOR Stamps for distinguishing but- 
terscotch from banana, and stamps for marking meat o1 
vegetables. Laundry is stamped against possible loss: acci- 
dents diagramed on the spot by illustrative stamps in the 
shape of cars and pedestrians. 

Most of the stamps described need the aid of a stamp 
pad which supplies ink in a variety of colors. These can 
be made of rubber or cloth and range from the standard 
desk model to the wrist version, for traveling inspectors 
and checkers who need both hands free. 

There is almost no end to the extent and usefulness of 
the stamp and stamp pad clan. Among them, must be 


what you need to make a “good impression.” 
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SEE THE 
U.S.A. ON 
MANPOWER, Inc. 
PAY! 


Travel to any or all of our 150 


branch cities and work for us as 


long as you like in each place. 


Typists, Stenos, Office 
Machine Operators 
are needed. For 

full details 

of our unique 
Work-Travel 

Program write 


for free brochure. 


*~s Work Travel Division 


* oF 
manpower, inc. 
over 150 offices in U. S., Canada and Europe 
827 N. PLANKINTON AVENUE 
MILWAUKEE 3, WISCONSIN 





TAKE A LETTER 


(Continued from page 22) 














ALL NEW % 

PEEDRITE— 
ACCOUNTING 

Copyholder 


Accepts ledger 
sheets up to 17 
inches in width. 
Enables typist to read copy from 
wide sheets directly in front of her, 
without eye or neck strain. Forward, 
backward and height adjustments 
made instantly for best focal dis- 
tance. Rotating head permits move- 
ment of reading material for perfect 
lighting and eliminates glare. Ex- 
cellent built-in copy Magnifier. 








_Jpeeonite SECRETARY 
Copyholder 


Offers all features of Accounting 
Model. Can be installed on any desk 
or desk pedestal without tools. Folds 
instantly behind typewriter when 
not in use. 





Write for descriptive catalog or 
trial installation. 


| HALL-WELTER COMPANY, Inc. 











i 56 Mt. Hope Avenue 
| Rochester 20, N. Y. 


ren, 1959 


political organizations, educational and 
non-profit institutions, ete., also have 
profitably hired men in secretarial ca- 
pacities, as part of an apprentice system. 

Such a program is followed by the Wil- 
liam Morris Agency, whose clients are 
the top people in the performing and 
theatrically creative arts. One of their 
promising young men is Bernie Sohn, a 
twenty-seven year old bachelor who is at 
present an agent’s secretary-assistant in 
the TV department. Mr. Sohn was tapped 
from the mailroom. where he started fif- 
teen months ago. His goal? To become 
the head of the agency. Mr. Sohn, with 
only six weeks of secretarial training, 
freely and frankly admits that as a secre- 
tary, he makes an excellent agent. His 
college training in business and _ tele- 
vision production no doubt takes up the 
slack. But what is important is that he’s 
learning the agency business by being as 
near to an agent as can be... reading 
scripts, discovering new talent. 

One gets the impression after talking 
with him that Mr. Sohn is another realist 
who's doing the job that’s needed while 
moving towards the job he'll like...a 
success formula in any business. 

Reinforcing this stand is Mr. Irwin 
Tannen, “charter member” of the pro- 
posed “Society for the Advancement of 
Male Secretaries” and head of his own 
placement agency. the Tannen Person- 
nel Service. Mr. Tannen believes that 
Sec retarial skills should be required 
learning for all young men. 

Though he has placed many thirty to 
forty year old men in secretarial posi- 
tions, Mr. Tannen also holds to the idea 
that secretarial work is ideally a stepping- 
stone job, a young man’s field, and a rich 
training ground for executive personnel. 

“But always, its a matter of circum- 
stance,” he says. “A secretarial job could 
be a dead end, too, if it isn't filled by a 
go-ahead individual.” 

Yet he adds, “Even if the job is static, 
it still has excellent possibilities. Many 
male secretaries become permanent of- 
fice fixtures by company and individual 
choice. They get good salaries, regular 
increases, and benefits, and eventually 
wield unofficial, but very real, power in 
the office.” 

“For a man,” Mr. Tannen points out, 
“it’s a matter of personality, almost more 
than secretarial skill.” 

The personality factor, intangible but 
present, is perhaps the most sensitive 
question in the whole male secretarial 


field. (Continued on page 52) 








Here’s the 

New, Modern Way 
to Make 

Carbon Copies! 





1, Pick up the number of Sea Foam 
Bond CARBONSETS you need. 





2. Place your letterhead on top 
and slip into typewriter. 


3, Snap out carbons and copies 
are ready for routing. 


SIMPLE ¢ FAST * CLEAN 


Always specify CARBONSETS 
by name, the only set using 
i Toliilol ks) -1¢ ME tele li i MM stelale B 
ifcvelaslclammelile Me t-laa-tielal-t) 
write on your letterhead for 
sample kit. 





Write Dept. TS-359 


BROWNVILLE 
PAPER 


COMPANY 


BROWNVILLE, NEW YORK 











AVERY 


self-adhesive 


file-folder 






smiling 
at your filing 


“Secretaries wiles 
Come in many shapes and forms and styles — 
Not the least of which I'll bet 
Is earning praise that’s hard to get — 
By stashing papers neatly in the files.’ 


Avery self-adhesive File Folder Labels give 
quick, positive identification — and they re 
easy and fast to apply. No moistening 
needed! No messy mucilage to lick. Just a 
touch and on they go... quickly, neatly, 
firmly. You'll save time, save money with 
Avery File Folder Labels — and how you will 
be appreciated by the boss! Ask for Avery 
File Folder Labels at your 
stationers. 






Available ina 
bouquet of ten 
fresh colors, 
plus white —for 
bright, efficient 
color coding... 


! 
in sheets of 8 ' 
labels each with AVERY LABEL COMPANY, Div. 152 : 
guide lines for 117 Liberty St., New York 6 e 608 S. Dearborn St., ' 
uniform typing Chicago 5 © 1616 S. California Ave., Monrovia, 


... and the last 
label won’t slip 
in the typewriter 
because of the 


California ¢ Offices in Other Principal Cities. | 
Please send me samples of Avery file folder Labels. | 
! 





extended backing My Name __ Position ins 
sheet! Company 

. Address ; _ 
Write for your 
FREE samples today! , City State 
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THOUGHTFUL ADA 


(Continued from page 37) 
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TODAY'S SECRETARY 


TRIPLE CROWNS 


(Continued from page 35) 





Since you have free rein to be your most attractive 
= self this season, spend a little time making an honest 
evaluation of yourself. Study your features, the shape 


i 


of your face, your neck, and your hairline. Brush your 





hair this way and that to get the most harmonious sil- 
houette. The details of the design are secondary—you & 2 
are important. 

. Do you feel you are prettiest in a closely-capped hair- look your best. ee 
do? Or does a full-blown silhouette do more for you? m 
ls a forward movement flattering. or are you smartest Sa Ve tine and money! 
with an off-the-face line? Don’t neglect the back either. 
ls your head naturally well shaped? If so, show it to ad- Do it yourself with Miracle-Vac Hair Dryer kit. Dries hair thor- 

~ vantage by keeping the hair close to the contours. Does oughly yet softly in 5 to 15 minutes. Finger tip control gives 

hot or cold air instantly. Fully guaranteed and in beautiful, 
durable chrome finish, with U. L. approval, handy Miracle-Vac 

Electric Hair Dryer kit comes complete with Hood . . . 


Only 
of shawing them off prettily by lifting your hairdo up SEND COUPON WITH CHECK $ O% 


it need rounding out? Then arrange your hair in a cas- 
Y cade of curls down the center, or bring the ends up in a 


French twist. Are your ears pretty? Then make a point 


OR MONEY ORDER TODAY! 
and off them. 


PLEASE M’AM, NO C.O.D. Hood Only - $1.98 


- Look at your hair as a decidedly decorative asset. 
lreat it as you would a beautiful piece of material .. . WILSON SALES CO. 
playing up its natural attractive assets—curl, color. tex- P. 0. Box 574, Maitland, Florida 
Rush Miracle-Vac to me, postpaid 





ture—camoullaging any of its less appealing aspects. 
l nae fe emphasize your own personality and beauty. to i 

minimize any flaws. Above all, wear it with the stamp SSS | LO a 

of individuality. SE clinica pall State... 


Enclosed is $9.95 in check [_} or M. O.(-) 
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“Secretaries never die... 


mn They just stay young indefinitely*—that is, if they use 


Kee Lox Grip-N-Pull carbon paper. Ask any girl who is 
already using it (and note how fresh and vivacious she looks 
—even at quitting time). She’ll tell you what nice copies she 
gets, how clean they are. And she’ll be equally enthusiastic 
over Grip-N-Pull’s other features—automatic warning of last 
typing lines, automatic rotation, automatic alignment. 


You too can stay young indefinitely* by letting Grip-N-Pull 
carbon paper make your work easier and pleasanter. And your 
boss will be interested in knowing that Grip-N-Pull, with all 
its advantages and long wear, still costs no more than regular 
carbon paper which does not have the exclusive patented 
features of Grip-N-Pull. 


) 


*The only exaggeration (one we hope will 
cause a smile) in this message. 





——_—— — = W2— — eee ee  - Oe eee shidetpbunteneneniel 


Attach to letterhead and mail to 


Kee Lox Manufacturing Company 
Department TS-39, Rochester 1, New York 


Send free samples of Grip-N-Pull to: 





— 
‘* E ox: MANUFACTURING COMPANY 
CARBON PAPERS AND INKED RIBBONS 


Sold through KEE-LOX branches and 
selected independent stationers 


NAME 
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new 
Venus 
Camel 
ink- 
cartridge 
writes 
on and on 
without 
running 
dry! 


e double ink supply... 
double writing mileage. 


or 





WENUS : ball PE N-ch 





e new cone-shaped point writes 
smoother, never wobbles. 

e model for Stenographers is ideal 
for shorthand, notes, etc. 

e blue, red, green or black ink. 


e 49¢ each ... less by the dozen. 


Venus ball PEN- ait 


“Ts. 3-59 
, Venus Pen & Pencil Corp., Lewisburg, Tenn. 
Gentlemen: 


9! 
Please send free test sample, Venus ball PEN-cil | 
| for Stenographers. Ink color_ : | 


NAME 
| Please Print 


FIRM NAME 


ADDRESS. _ 
STATIONER’S NAME ; 
[Ao ee ee es ee ee ee: es ae eee Ge ae 


#PAT. NO. 2,678,634 


2 


ut 










(Continued from page 49) 
Amy Lorton-McKay of the well-known 
Lorton-McKay Placement 


rather 


agency puts it 
“I believe the 
greatest drawback in interesting young 
men in secretarial work is that they con- 


well. Says she, 


sider the work unmanly. Yet one of our 


great steel men started as a secretary, as 
did one of our utility tycoons.” 

Such doubts, of course, will never dis- 
courage any man who wants good money 
and a chance to learn every in-and-out of 
a particular business. In many cases, only 
Mr. B. L. Fishbach of the 
Central Coal Company, one executive we 
talked to. 


secretary after having female help for 


a man will do. 


is in fact, switching to a male 


twenty years. Obviously, the growth of 
the business requires characteristics a 
woman cant supply. “I want a man to 


understudy me and step into my shoes, 
should I undertake other activities in our 
setup,” explained Mr. Fishbach. 

The personality problem is also very 
well put by Tom Langston, former secre- 
tary to the president of West Texas State 
College, 
services for the same institution: 


“Whether it is 


mand 


and now coordinator of public 


fair or not, men com- 


much higher salaries than do 
women secretaries and actually do very 
well for themselves. Some men steer clear 
of secretarial work, because 


they are 


afraid it will be considered ‘sissy.’ People 
soon learn, however, that a man is a real 
man, regardless of what work he may do. 
If | could start my business career over. 
| would choose a secretarial position.” 


Our Horatio Alger of the month is Mr. 


Kenneth Silver. twenty-nine, married 
with a son, a daughter, and B.A. 


English to his credit. 
It was during the Korean War that the 
Army taught Mr. 


typing, et 


Silver the basics of 


shorthand, c. Before the end of 
the war, his secretarial speeds were just 


short of 


amazing. which no doubt ae- 


counted for the fact that one of his first 
civilian jobs was as a public stenographer 

-a position he enjoyed for its variety of 
assignment and the excellent experience 
and business common sense it 


him to perfect. 


allowed 
Then he quit. 

Eight months later, his own business— 
a temporary service known as Services, 


The 


“President” 


Unlimited—was a success. simple 


but significant word adorns 
his office door and four more 


have been added to the first. 


enterprises 


To him, secretarial skills are “like 
having a third hand or a second trade or 
a good sound unworried stomach. One 


never knows in business life what he will 
encounter in the way of a crisis. and with 
skill 


lean on a man doesn't sweat 


too much when the boss suddenly decides 
he can very well do without him.” 
all well but Mr. 


Silver brings up a special problem. For 


This is and good, 
although he feels academically that men 
are more reliable in business than wom- 
en and take their work less emotionally, 
he himself has turned traitor and hired a 
girl Why? Mr. 
there’s no room for advancement in his 
modest 


secretary. Silver says 


organization for an ambitious 


Also, he 


This attitude is comfortably and con- 


man. “likes pretty girls.” 
tentedly shared by a great many bosses 
who like to carry office decoration to a 
logical conclusion and prefer to see steno 
books balanced on sleek 
than bulky 
standing. 
Here's the 


nylons rather 


worsteds, 


efliciency notwith- 


Fields, 


personne] 


word from 


Jobs 
specialists in advertising and communica- 
tions. 


Jerry 
director of Unlimited, 
“There's no job 
It’s 
the best possible way for a man to get a 


about 
opportunities for the male secretary. 


question 


toehold in his chosen field. The problem 
is Management. 

“In these days of general secretarial 
shortage and the increasingly competitive 
nature of business. management must 
hire the person best qualified for the job. 
Pretty 
longer be atlorded. 

“What | 
system or hiring policy on male secre- 
taries established and directed by 


Needed most. 


an educational job all along the line. 


girls are a luxury that can no 


would advocate 


is a quota 
top 
management. however, is 
Vocational guidance directors in schools 
need to encourage young men 
skills, 


overcome its 


learn 


secretarial and management must 


prejudices and _ personal 
predilections.” 
both 


remain interested, 


There's We 
willing to hear more. 


\s the French so rightly say, “Chacun 


sides of the story. 


Ad son goat.’ 





WHERE TO BUY 


This month’s fashions may be 


found at the 
following stores: 


Cover and page 31: Strawbridge & 
Clothier, Philadelphia; Dayton’s, Minneap- 
olis; Saks Fifth Avenue, New York. 

Page 32: 

“Stretchies”: Macy's, New York: Man- 
del’s, Chicago; Innes, Wichita, Kansas: 
Morehouse, Columbus, Ohio. 

Young Viewpoint dresses: Lord & 
Taylor's, New York: Marshall Field, Chi- 
cago: Foley Brothers, Houston. 

Page 33: 
Select sweater: Arnold Constable, New 


York: MeCurdy’s, Rochester: 
Angeles: Bon Marche, 
R&K Originals: B. Altman, 
Volk’s, Dallas: Halle Brothers, 
Roos Brothers, San Francisco. 
Bags by Rolfs at fine stores throughout 
the country. 


Bullock’s. Los 
Seattle. 
New York; 


Cleveland; 
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Made on the finest silk-finish, double 
: ACTUAL SIZE weight paper by the world’s foremost 
22 x 3% wallet photo producer. Send ONE 
\- | | DOLLAR with your finished KA 
- Ideal For Giving to graduation picture or glossy print. 
dK @ FRIENDS Your original will be returned 
a @ RELATIVES h 4 wit d F naee-t 
H © CLASSMATES unharmed with order in a very few x 
enn Ghenten days. Minimum order: 25 pictures 
or 4 @ COLLEGE & J08 from one pose. 
h- APPLICATIONS eomaeaenm ee ee eee oe Weed 
© PASSPORTS & VISAS ‘ LARGA-PIC — BOX 2Z- 20 ‘ 
s, Rae aany Cae eee BROOKLINE 46, MASS. L 
el CHALK IT UP—tlie easiest way to write Enclosed is $ for pictures S 
a- things down. A Chalk Board for you - 
b thoughts—shopping st or phone mes Name s 
*. ( — Perfect fo intry o kitchen Address 4 
ours in honey ne or maple finish: 19 ’ 
a v 17 inches. Alreadv assembled. $9.70. Zone ( ) State a 
“ 1.: ready to assemble, $6.25, ppd. Yield eceeeneareeeeeeee= = 


House, Dept. TS, North Conway, N. H. | — — ae 
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ust dies are completely reversed for comfort 
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nehes. Yours with lifetime guarantee 
<S yr 83.‘ 5 ; i 
; against dullne fe 3.95. Order from To Brighten Your Easter Table 
We George Quinton & Son, Dept. rs, 76-78 . Little 
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_———— s 
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Watch your guests “‘‘ooh’’ and “‘ah’’ when they see 
> mnrog res table bedecked with these dainty 3” 
& high baskets—filled with jelly bean ‘‘eggs’’, tiny Gne. @ry:\al PRODUCTS, Inc. 
-an- flowers 0 ts 
—_ The wth Hoong will love ‘em. The grown-ups will say 3401 Janssen Ave Chicago 13 
you're the cleverest hostess in the world! Special! 2 
sets for $1 ppd. Satisfaction Guaranteed. Send 
Check or Money Order 
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Panel Edge Embossedf§ 


25 FOR- ONLY 
We pay postage — 
no other charges 


NEW EMBOSSED 


ALY 
Df"P.SUNK PANEL EDGE 


Beautifully printed on luxurious silk 
finish, double-weight studio paper with 
panel edge—perfect as gifts to class- 
mates, friends, relatives .. . for school 
and job applications, etc. SEND ANY 
PHOTO OR NEGATIVE (returned un- 
harmed) and just $1 for every 25 pho- 
tos from one pose—or $2 for 60 photos. 
Order NOW—from the largest mail 
order photo studio in the East. Satis- 
faction and quick delivery guaranteed. 


BOX 10 - NEW YORK I, N. Y. 
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Everything for the Wedding & Reception! 
Invitations @® Gifts for the bridal party 
Table decorations ©@ Trousseau items 

Unusual, exciting personalized items. 


ELAINE CREATIONS 
Box 824 Dept. E-275 
omer * 42, Ill. 





WANT To — bw PLAY t the piano? Here's a good 











ay to start $s elous Dean — Course 
» proven su t-cut method t} features idier typewritten work y 
itomatic Chord Sel lector. In MAGIC MESH an asers 
t lay songs with both 
note me -— ¢ ions! Banish ¢ 
iful simple | keep copy sparkling 
1 the other | s : : 
rd Selector | 
ay-at-once Songs. | MAK. MESH co 
Ross, 45 West 45 St Fz < 1. Box 801 
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REDUCE AS YOU WALK 


“REDUCE-EZE’’ WONDER GIRDLE 


TAKES 4 INCHES OFF! 











instantly Slims Your Waist 2 Sizes! 





Get s¢ for a thrill the moment you put on your 

new Re ce-Eze"’, the lightweight, comfortable 

wonder le that slims nehes from your 

waist inst antly molds tummy, hips and thighs 
smooth roken line! 


Mehes fashes Vanish Magically 
- it rpg and Molds! 


ee » bones no buckles, no laces, no 


adjustments. Uniquely designed *‘Reduce-Eze’’ 
actually spot re duces as you walk by gentle 
diagonal control and balanced pressure against 





fatty bulges. Hidden sheet rubber is covered 
with soft cotton flannel to absorb excess per- 
Sspiration as you reduce. Washes beautifully, 
dries fast. Over 1 million sold! 


$8.98 VALUE NOW ONLY $§-98 


IN 8 SIZES—Regular or Panty Girdle style 
ORDER BY PRESENT WAIST SIZE: 24-26, 27-28, 
29-30, 31-32, 33-34, 35-36, 37-38, 39-40. 

Satisfaction guaranteed, or money back. 


SPEMCER GIHS 


4” No-Roll Waist Band G-i-v-e-s As 
You Bend—Never Pinches! 


102 Spencer Bidg., 


Atlantic City, N. J. Side Zipper for On-Off Ease! 

‘ mln ee ote RRT ace A LOVELIER FIGURE STARTING NOW, SEND TODAY!-—————— _ 
| Spencer Gifts, 102 Spencer Bidg. 1 must be delighted with my ‘‘Reduce-Eze’’ or | may 

Atlantic City, N. J. return it within 5 days for a refund. 
| Please send ‘‘Reduce-Eze’’ wonder girdle 
| at once. My waist size is: aintgien Name 

] Regular Panty Girdle with full length 
| thigh control Add 
| | enclose $5.98. You pay postage. sa 

] | enclose $1. Send C.0.D. tl pay bal- 
| ance plus any postal charges. City Zone State 
fhe ees cee ces es CS Ge ee ee ee ee Copyright 1958 Spencer Gifts, Atlantic City. N. J... — — — — — — 
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GET A WORD IN EDGEWISE—AND 
CROSSWISE—on your giant crossword 
puzzle. Over 4,000 difficult but do-able 
words on 22 by 25 inch sheet. Accom 


panying booklet contains definitions, and | 


if vou're at a loss for words, answers 
Only $1: from Mrs. Dorothy Damar, 
Dept. TS. 809 Damar Building. Elizabeth, 
N. J 





DESIGNED FOR DETERGENTS, a sel/-ad- 
hering soap flakes dispenser. Holds 
week's supply of detergent: one touch 
dispenses the desired amount. To install, 
simply moisten backplate and stick up 


near sink. Available 
from Selfix Products, 
Erie St.. Chicago 10, 


for 98 cents in most 


stores: ol! 


Z2e W. 


variety 
Dept. 
Ill. 


2 








See you in our 
BIG 
BIG 


BIG April issue. 

















SECRETARIES 
CONFIDENTIAL LOANS 


$50 to $300 on your signature only. 


Repay in small monthly payments. 
Details free—write today 


CHAS. D. JOHNSTON, Manager 
Brundidge, Ala. 
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TAKE THE LUG OUT OF LUGGAGE with 
youl Portable Porter. These self-adjust- 
ng strap-on wheels eliminate the bother- 
some tips and backaches associated with 
hits 
yp to 29 inch Pullman. Yours with tan, 


traveling. Porter maneuvers easily; 


blue, or maroon straps at $5.95, ppd. Or- 


ler from Jeffson Mail Order Specialties, 


Dept. TS-359, Box 515, Richardson, Tex. 
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“DOUBLE ZIP” CLUTCH, perfect comple- 
ment to a woman's gear. Two zippered 


ompartments hold your feminine et 
eteras. Key chain and removable “see 
through” coin pocket included. Plain 
owhide comes in blue, black, red, white, 
lax, or tan: cowhide with Irish linen 
ever in blue. red, white, flax, green, or 
vellow, Only $3: from Rolfs, Dept. TS, 


West Bend. Wis. 








TRAINS ALL AGES 
You an ea y learn tf 


books ONLY $10 posts 





heck of » order t 
MEMORY 661 Crenshaw Biv 
Los Angeles 5, Calif 
Brochure on request 








CPS AND PLS CANDIDATES 
Prepare now for coming CPS or Professional Legal 
Secretary exams. Complete set practice tests (ex- 

dictation) $10.00. or each section $2.50 
( omplete line of business tests & aptitude, achieve- 


.English, personality, promotional & many 
tests, too. Each $2.50. Civil Service (specify 
$15.00. Dictation, $10.00. Prices include grad- 


Time’s short! Order today! Business Research 
A oeieaee Incorporated, PO Box 7093, Long Beach 
, ilifornia, 














[] SPECIAL DIET FOR FAT STOMACHS 
AND THICK WAISTLINES— 
If it's your stomach and waistline that’s bothering 
you, here’s your diet! 25¢ 
] HIGH PROTEIN DIET FOR WOMEN 
PAST 35— 
Excellent healthful diet for people of ALL AGES! 


Combines plenty-to-eat with rapid weight loss! 

Very popular! 25¢ 
_] ‘‘SECRETS’‘ TO SPEED REDUCING— 

Important ‘‘little things’’ discovered in 18 years 

reducing thousands 25¢ 
([] 2-DAY ‘‘JOLT-OFF-POUNDS’’ DIET— 

If you need to lose a few pounds quickly, 

this diet will doit! Also recommended 

for weight-standstills 25¢ 
[] ONE-DAY ALL LIQUID DIET— 

Gets appetite under control and tells you how 

to lose a few pounds safely! 25¢ 
[] 7-DAY DETOXICATION DIET— 

Rids your body of poisons. Helps you to a fast 

start in losing pounds! 25¢ 
[] POUND A DAY ‘‘MIRACLE DIET’‘— 

An infallible diet that insures the loss of at 

least a pound a day! Can be repeated 

3 days each month! 25¢ 
[] DEHYDRATION DIET FOR THOSE 

WHO CRAVE SWEETS— 

The fastest and most pleasant of all! Helps 

fight your worst enemy! 25¢ 


No orders under $1. 


RUTH PFAHLER, Dept. 6502, Decatur, Ill. 





FAT GIRLS’ 


Tested practical ways to take off fat, rushed by return mail in plain wrapper at special prices 


Any 5 mailed to you for only $1, postpaid. Any 10 for only $2, postpaid. ALL 16 for only $3, postpaid. 


MONEY-BACK GUARANTEE 
GIVEN Weight and Height Chart PLUS Measurement Chart! 


DIET 


[] HOW TO GET RID OF A DOUBLE 


CHIN— 

lf you have a double chin you're thought of 

as ‘‘fat‘‘—no matter what your weight. Get 

rid of itl 25¢ 
[] THE FAMOUS RICE DIET— 

Frequently prescribed by physicians for Hyper- 

tension (High Blood Pressure) also excellent 

for people who want to lose a few pounds 

F-A-S-T |! 25¢ 
[] SPECIAL DIET FOR FAT HIPS AND 

THIGHS— 

If your weight is below the waist, this diet 

will slim youl 25¢ 
[] FAMOUS BANANA DIET— 

World renowned medical hospital diet, very 

filling, satisfying, easy to follow, takes weight 

off rapidly 25¢ 
[] POPULAR ‘‘9-DAY MIRACLE DIET’‘— 

if you have 9 pounds to lose, this will do it! 

A fast start for 90! 25¢ 
[) 18 DAY 18 POUND DIET— 

This diet insures the safe loss of considerable 
___poundage in only 18 days 25¢ 
[] HOW TO STAY THIN AFTER LOSING 

FAT— 

Getting thin is one thing— 

staying thin another! This tells how! 25¢ 
L] 7 DAY, 7 POUND DIET— 

Follow this, lose 7 Ibs. in 1 week 25¢ 





















1 am enclosing if | have checked FIVE items, please send them to me for $i. If | have 
checked TEN items, please send them to me for only $2 have checked ALL SIXTEEN items, 
please send them to me for only $3. 
Name 
Address 
@eeeeeceeecoeoeoeoe eee eeeee eee 
+ . 
* EUROPE BOUND? : 
: : WALLET oo 
7 R kt 
: heio veo get ready tore PHOTOS rus 25. 
e 6 sealed ; s HANDLING 
e your trip! Written by ans 
° ¥\ ee ae 60 for $2.00 plus 25¢ handling. 
. z . 
-_- aives hundreds of factss | MADE FROM YOUR OWN PORTRAIT 
a you should know about » 
/ \ e ‘ e 
e \ passports, shigheare Wis. » perfect for job, school, and 
e \ foreign customs, etc. Ite 
. ’ tells what to pack and» passport identification 
e eee how to pack it in one» 
* suitcase, includes a sched- @ 
” ule to follow before youge 
* leave home. The sooner 
* you read it, the moree 
@ time and money you'll save! Send today $].00¢ 
e the Fourth Revised Edition... e 
er" lt be glad you did pod e 
| @ © | dd 2 
'$Mrs. Muriel W. Scudder <¢ 


$228 Abbey Road, Manhasset, New York ¢ 
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CONES 


into DOLLARS! 


NEW songwriters, poets share $33 m r 
yearly. Songs Composed, PUBLISHED, 
f ted. Appraisal, info FREE from 
NORDYKE Music Publishers 





6000 Sunset, HOLLYWOOD 288, Calif 





HE HAIR ROOT 


Destroy unwanted hair PERMANENTLY. Use con- 
‘ veniently ot home. When you have read our 
instruction book corefully and learned to use 

the new Mahler Epilotor sofely and efficiently, 
then you can remove unwanted hoir FOREVER 
MONEY-BACK GUARANTEE (Our 76th Yeor). 


- NEW 
"Senn 5° TODAY FOR Booker me 
INC, Dept 859C PROVIDENCE 15. R. I. 
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FREE eceeetijuel 5X 1” 
PORTRAIT ENLARGEMENT 


with each order 


Famous Roy Wallet photos, finest silk, 
double-weight paper. 21." x 31". Send 
picture or negative with your order. 
Satisfaction guaranteed. 


ROY PHOTO SERVICE 


Dept. 44, GPO Box 644, N. Y. 1, N. Y. 
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School Days 
“Back to school for business execu- 
tives” has long been a familiar rallying 


cry. But it’s outmoded, unless you add 


“and their secretaries.” Yes. leaving her 


steno book and typewriter behind, the 
secretary is resuming her education— 
and a different type of education it is. 

For example: The Community College 
of the University of Denver and the Na- 
tional Secretaries Association (Interna- 
tional) are co-sponsoring a program in 
“Liberal Studies for Secretaries’”—all 
for the benefit of members of the Associ- 
itions Denver chapter. Meetings are 
held every Thursday evening in a com- 
fortable lounge at the Civic Center 
(campus. 

Ideas, rather than knowledge. form 
the basis of the course—all related to 
feminine experience in business. Infor- 
mal discussion is the keynote with all 
participants encouraged to give full vent 
to their vocal abilities. The hoped-for 
result: secretaries with knowledge that 
technical 


transcends — the secretaries 


with perception, imagination, charm, 


poise, integrity, and loyalty. 


In Brief... 


Turnabout became fair play—and fun 

at Maxwell Associates in Philadelphia 
when employees became “top executives 
for a day.” After an “election,” complete 
with campaigning, voting booths, and all 
the regular trimmings, secretary Peggy 
Hartwell became Chairman of the Board: 
and Barbara Casey, another secretary, 
took over as president. A third secretary. 
\limi Stokes, was elected executive vice 
president in charge of vice-presidents. 
John Maxwell, ordinarily president of 
the firm, was switched to the illustrious 


position of head office boy. 
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Why the switch? Wi 1, the main plan 


Was Oo demonstrate 


personally to em- 
plovees the problems of top executives. 
“Elected” officers actually took over all 
details including mountains of paper 
work. Only exception—signing checks. 
After one day “on top” many an em- 
ployee thankfully relinquished his/her 
job (whether on the management level 
or otherwise we shant sav). Then the 
whole group took off for a whing-ding 
dinner in honor of the ageneys second 
anniversary... 


Secretaries and other 


employees at Standard Financial Cor- 





poration received an extra-added present 
in their Christmas stockings. The gift 
two shares of Standard Financial stock, 
with an extra share for those who had 
over five years of service. Above: Mr. 
Edwin B. Meredith, executive vice-presi- 
dent of the company. shares the spotlight 
with happy new stockholders. Rita Siet, 
Mildred Moskowitz, Frances Schwartz, 
and Rose Parente... 

Machines took over—with secretaries 
members 
of the Widgawa Chapter (Warsaw, Indi- 
ana) of the NSA volunteered their time 
and talents to help out on the United 
Fund Drive of Kosciusko County. 


in control. The why and how 


In order to do so, secretaries had to 


non-exec utive 


learn to operate a battery of intricat 

wired card punching, sorting and filing 
machines. When their task is finished. 
they will have established an elaborat 
system of coded cards identifying all of 
the nearly 10.000 persons working in 


the county. 


Behind the Scenes... 
\\ av. Wavy back 


he exact 


about a year ago to 
someone casually mentioned 
that TODAY'S SECRETARY would soon 
be celebrating its 60th Anniversary. And 
several days later, the publisher marched 
out of his Inner Sanctum and just as 
casually ordered an Anniversary Issue. 
Delivery Date: April, 1959. 

\t first. we were most enthusiastic 
(after all, we had a whole vear in which 
to work on it). We saw ourselves smiling 
over old tintypes, trying on quaint cos- 
tumes, interviewing “early secretaries. 
gaining an encyclopedic knowledge of 


days gone by. It would be fun. we 
thought then. fun. fun. fun! 

Well. the vear has passed and we 
were right—but we forgot several littl 
obstacles. The tintypes have piled up and 
there are daily battles about which pie- 
ture to use where—if at all. Our special 
researcher has garnered a sore hand and 
a bent back on her interview chores 
“but its all been worth it.” she adds 
hastily. One editor has joined the library 
regulars as she tracks down the beauty 
secrets of the Twenties. Another eats. 
sleeps. and dreams tvpewriters. (As our 
expert on the subject. she may be sent 
to television. Quiz show winnings might 
provide vacations for us all after the bis 
aay. 

Our copy editor and production editot 
are gulping down vitamin pills and 
catching an extra forty winks now and 
then in anticipation of the all-night ses- 
sions during copy week. (We hope the 
printers are doing the same, since the 
April issue will be twice as big as usual.) 
The final toueh—the devoted staff secre- 
tary has taken to wearing Gibson Girl 
blouses and upswept hairdo’s “ust as 
a reminder.” 

Not that we need it. really. Ask us 
how we're doing and we sigh thinking 
of the last busy days before deadline. 
Mention spring and we automatically say 
“April.” Say “Anniversary” and we im- 
mediately snap to attention. 

It has been interesting though—a com- 
bination of hard work and fun. And il 
this isn’t the best issue of TODAY'S 
SECRETARY ever, we shall resign in a 
body and join a monastic group devoted 
to the “development and betterment of 
editors.” 


TODAY’S SECRETARY 
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REACH FOR KLENZO 


Pick the eraser that best meets 
your needs from this 
complete Blaisdell selection: 


KLENZO-33* Can be sharpened to 
long, tapered point for ultra-effective 
small area erasing. Combines famous 
Klenzo quality with convenient wood cas- 
ing. Unequalled for ballpoints. 


KLENZO* The standard for erasing 
nk and typed copy cleanly and easily. 
iper wrapping assures permanently 


a. Klengo erases equally good. 
unopped. in paper or cosedin, wood! 


fresh eraser core .. 
resharpening. 


. quick, fingertip 


KLENZO-THIN* Thin diameter core 
permits positive pin point erasing. Paper 
wrapped for Klenzo economy. 


NEW WAY Paper-wrapped for gentle 
erasing of pencil and carbon work. Cleans 
as it corrects; leaves paper smooth. 


*Available with and without brush 
At better stationers everywhere. 
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PENCIL COMPANY 


BETHAYRES, PA. 








thanks to her Remincron® Electric Typewriter 





\nd no wonder — electricity does the work — 


helps today’s smart women of letters turn out 
such truly beautiful work in so little time, with 
so little effort and so pl asing to the boss 

Fe, - ; Fz, f 
DIVISION OF SPERRY RAND CORPORATION 
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